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Course Overview

Overview

The North Carolina Accounting System (NCAS) provides several methods
or tools for accessing information.

Online inquiry is available in all the NCAS applications to research the
details of specific transactions.

Information Expert (IE) is the primary tool used to create mainframe
reports.

Systemware is an online distribution system for standard mainframe
reports.

The Decision Support System (DSS) is a client/server-based desktop
analytical and reporting tool. Using the DSS, users can readily access
data extracted from the NCAS mainframe and prepare customized
reports.

This course teaches the basic skills of how to view, analyze, and report
information using the DSS tool.

Audience

Program managers
MIS directors
Chief fiscal officers
Accounting staff
Budget officers
Other End-users

Length

1 day

Office of the State Controller 1
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NOTES Why use the DSS?

The DSS offers users an easy way to:

* View summary categories or detailed account balances necessary for
decision making.

*  Create customized reports that are updated automatically from daily
production.

* Create graphs that visually represent the data.

Advantages over other methods of access to the NCAS:

»  Users can quickly view various presentations of the data with minimal
effort.

* Users can quickly change reports without programming.

* The DSS is available when the LAN (Local Area Network) is running,
even if the mainframe is down.

* No mainframe time or printing charges

Course Objectives

The DSS Basics course is designed to teach users how to use DSS tools
and techniques. After training, participants should be able to:

* Understand the nature of the information in the DSS databases.

» Select an appropriate report and database file for agency financial
data.

» Access specific data by filtering and drilling down through summary
information.

* Create a customized, automatically updatable report to meet agency
requirements.

*  Export specific data for a permanent record.

Office of the State Controller 2 NCAS Training.3
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Course Map NOTES

The following diagram or “course map” shows the topics that will be cov-
ered in this course. Each topic is summarized below:

Nesting
Dimensions

NCAS & the Accessing Adding

DSS Overview & Viewing Layers

DSS Data (Explorer Mode)

Creating Modifying Forr_nat_ting,
Custom Custom Reports Printing
and

Reports (Reporter
(Reporter Mode) Mode)

Exporting

NCAS and DSS Overview

NCAS data is extracted, packaged into databases called “multi-dimen-
sional cubes”, and sent to agencies. The data in the DSS cubes is pro-
vided at a highly summarized level. Users can then filter and drill down for
more specific information using “dimensions”, which are simply categories
such as account, fiscal year, budget code, etc. The various types of cubes
and standard reports provided to agencies are described.

Accessing & Viewing DSS Data

DSS cubes and reports may be accessed and manipulated easily by users
familiar with the basic mouse and keyboard techniques used in the graphi-
cal user interfaces of personal computer software, especially spreadsheet
software. Filtering, drilling, and other techniques and screen objects
unique to the DSS are introduced.

Adding Layers

Adding layers to a report provides the DSS user with a technique similar to
adding pages to a financial presentation, where each page may show the
same type of data for a different month, budget code, cost center, or other
dimension.

Nesting Dimensions (Explorer Mode)

Nesting provides the DSS users with a technique for viewing multiple lev-
els of dimensions at the same time. These levels can be multiple levels of
the same dimension and/or levels from different dimensions.

Office of the State Controller 3 NCAS Training.3
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NOTES Creating Custom Reports (Reporter Mode)

In Reporter mode, reports can be customized in more flexible ways than in
Explorer mode. Also, drilling operates differently. These techniques are
demonstrated.

Modifying Custom Reports (Reporter Mode)

In Reporter mode, users can also add calculations, move rows, columns,
and layers, and nest dimensions in ways not possible in Explorer mode.

Formatting, Printing and Exporting

DSS reports can be formatted and printed using methods similar to those
of other personal computer software programs. These techniques, along
with exporting data to Microsoft Excel spreadsheets, are demonstrated in
this section.

Procedures

Procedures are summary instructions detailing how to complete a specific
task. These are handy for quick reference on the job.

Quick Reference Guides (QRGs)

QRGs are summaries of useful information to keep at hand while working
with the DSS.

Additional Learning and Help Resources

NCAS
OSC System Information Guide (SIG)

http://www.osc.state.nc.us/

Cognos PowerPlay
1. HELP button on the menu bar

2. Cognos Books Online (Accessible via the Powerplay Help Menu)

General
OSC Help Desk 875-HELP (875-4357)

Office of the State Controller 4 NCAS Training.3
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NCAS and DSS Overview

Nesting
Dimensions

NCAS & the Accessing Adding

DSS Overview & Viewing Layers

DSS Data (Explorer Mode)

Creating Modifying Formatting,
Custom Custom Reports Printing
and

(Reporter
Mode)

Reports

(Reporter Mode) Exporting

NCAS Overview

The NCAS is the central accounting system for the State of North Carolina. It
provides accounting applications to support common business functions,
while accommodating unique agency requirements, and supports integrated
business activities. The major applications within NCAS are shown in the fol-
lowing figure:

NCAS CORE MODULES

Accounts Accounts
Payable Receivable
Financial
Purchasing Fixed Assets
Controller
Budgetary
Inventory Control

General

Ledger

INFORMATION ACCESS

Online Inquiry Information Expert

NCAS DSS Systemware

Office of the State Controller 5 NCAS Training.8
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NCAS and the DSS Overview

NOTES

The DSS is one of the four main methods of accessing NCAS information.
It does not replace the primary functions of the NCAS. Instead, it
enhances the NCAS by providing flexible and timely desktop queries and
reports. The DSS allows the user to access data extracted from the main-
frame, then analyze and disseminate it as needed in the form of user-
defined reports that can be drilled into for more detailed information, or
can be further modified. The DSS results can also be exported to other
applications, such as spreadsheets and databases, or e-mailed to others.

It is helpful for users to know how the DSS integrates with the overall
NCAS process in order to understand what type of information is avail-
able, when it is available, and how to access it.

The DSS Flow Diagram

The following diagram illustrates the overall NCAS process flow of infor-
mation from data input to data retrieval using the DSS.

|

IBM Mainframe

—

/

— Terminal Wide Area
Network '
/ Client
S Server
o PC with the DSS
1. Financial data is entered online into the NCAS throughout the day.
2. The NCAS batch cycle is executed nightly to update mainframe
files.
3. Mainframe data is extracted and summarized for DSS data and
stored on a server.
4. Multi-Dimensional Cube (MDC) files are created from NCAS data
stored on the server.
5. MDC files are distributed overnight to the agency’s LAN via the
WAN.
6. Updated MDC files may be accessed the following day using the
DSS.
Office of the State Controller 6 NCAS Training.8
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Agencies with Monthly Updates NOTES

There are exceptions to the nightly processing cycle. For most agencies,
databases are refreshed every evening and available via the DSS the next
morning. Other entities have their own accounting systems and interface
with the NCAS only on a monthly basis, instead of nightly. Databases for
the following entities are refreshed on a monthly basis:

*  UNC General Administration
* All Universities

* UNC Hospitals

* Department of Transportation
* NC Housing Finance

*  Employment Security Commission

The NCAS Chart of Accounts and Dimensions

Accounting information in NCAS is grouped and summarized by catego-
ries such as:

+ financial reporting unit (FRU)
* budget code and fund

* account

* center element

» time period (month or year)

Dimensions are simply categories in the DSS, similar to the ones above,
which are used to construct reports in a two-dimensional format (like
spreadsheets with rows and columns) or in three-dimensional format (like
a book or a spreadsheet with may pages or layers in addition to rows and
columns.)

Office of the State Controller 7 NCAS Training.8
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NCAS and the DSS Overview

NOTES

c c c

S S £

3 = 3

o o o

(&) (&) (&)

/
Row //
Row //
Layer
Row Layer
Layer

There is a special category of dimensions called measures. These are
categories of dollar amounts, such as Year-to-Date Actual or Unex-
pended Authorized Budget, which may be used like regular dimensions
as rows, columns or layers of a report. They may also be used to provide
the dollar values at the intersection of other dimensions. This will be illus-
trated as we work with DSS cubes and reports during this class.

Since the key dimensions in DSS are based on the NCAS Chart of
Accounts, users must be familiar its structure, both the common statewide
elements, and the modifications unique to their own agency.

Chart of Accounts Overview

In NCAS, accounting activity is posted to an accounting distribution,
which is composed of three main parts: Company, Account, and Center
Code.

Company
*  Four-position field

*  Accounting Entity + GAAP Fund Type

F|F|FI|G

|_GAAP Fund Type

Financial Reporting Entity (FRU)

Office of the State Controller 8 NCAS Training.8
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Major GAAP fund types: NO TES

General

Special Revenue
Debt Service

Capital Projects
Enterprise
Expendable Trust
Internal Service
Non-expendable Trust
Pension

Agency

COWoOO~NOURAWN--

Account

Account describes the purpose of an expenditure, the type of revenues
received or the balance sheet accounts required for GAAP accounting.

1 23456789 1011

T|S|O|[O|O|Ola]a|a |f |f

|_Fiscal Year (Grant Accounting only)

Subaccount (Used only as needed)
Statewide Object

| Account Subtype

Account Type

The main Account Type/Subtype codes are:
43 Actual Revenue
53 Actual Expenditure
63 Authorized Revenue
73 Authorized Budget
78 Certified Budget
83 Purchasing Encumbrance

03 Accounts Payable Encumbrance

Office of the State Controller 9 NCAS Training.8



MM: AP04 NCAS and the DSS Overview
Accounts Payable

NOTES Center

Center codes are composed of (a) a four-digit budget fund code that is
established by the Office of State Budget, Planning and Management
(OSBPM) and (b) agency-defined Center element codes.

1234 56789 11112

FIFIFIF|C|C[C|C|C]|C|C|C

|—Agency Center Elements

OSBPM Budget Fund

Since each agency uses its own unique center elements to categorize and
summarize data, center elements appear as separate dimensions in the
agency’s DSS cube. For example, the 12-digit center code for the OSC is
composed of the following elements:

Position Center Element

1-4 OSBPM Budget Fund
5-8 OSC Cost Center
9-12 Not used

Budget Fund and Cost Center appear as two separate dimensions in OSC
cubes.

The use of positions 5 through 12 of the Center code varies widely among
agencies. To locate your agency’s data accurately, you must be familiar
with your agency’s Center elements. There is a chart for all major agen-
cies in QRG 1: Center Structure by Agency, and on the OSC System
Information Guide (SIG).

Chart of Accounts

There are two reports in the GLPUBLIC library in IE which can be used to
list an agency’s chart of accounts. C-U-GL-COA-BY-CENTER lists all
accounts within the specified companies and centers. C-U-GL-CHART-
OF-ACCOUNTS shows company/account/center combinations, descrip-
tions for the account and center, and the active/inactive status.

Dimension Structure

Dimensions or categories with similar characteristics are grouped together
and organized in hierarchies under a heading or top point. This heading or
top point is also called a summary point.

Office of the State Controller 10 NCAS Training.8
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Some dimensions may have levels of summarization between the top NOTES
point and the lowest level of detail. For example, in the dimension group

for OSC ACCOUNTS, there are three summary groupings below the top

point: “Expenditures and Adjustments to Cash”, “Revenues and Adjust-

ments to Cash”, and “Budgetary Accounts”. These three groups summa-

rize other intermediate summary levels beneath them. There are a total of

four intermediate summary levels between the top point and the individual

detail account level.

| OSC ACCOUNTS |
[ |
Expenditures and Budgetary Revenues and
Adjustments to Cash Accounts Adjustments to Cash
. Adjustments Budgetary Adjustments
Expenditures to Cash Accounts Revenues to Cash
| 531 | | 532 | | ETC. ]
l
|

| 5321 | | 5323 | | ETC. |

532120 | |532140| | ETC. |

Office of the State Controller 11 NCAS Training.8
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NOTES Other dimensions, such as Fiscal Period (Month), have a simple structure
with one top point and then all detail points, with no intermediate summary
levels.

FISCAL PERIOD

July
August
September
October
November
December
January
February
March
April
May
June

13" period

Dimension Viewer

The DSS has a Dimension Viewer tool that can be used to display the
structure of any dimension in the file tree format that is commonly found in
graphical user interfaces. We will use the Dimension Viewer in the next
chapter.

Multi-Dimensional Cubes

To meet the different information needs of users, dimensions and mea-
sures have been packaged into different database files called “multi-
dimensional cubes” (MDCs), each with a different set of dimensions and
measures.

The dimensions and measures in each MDC type are shown in the follow-
ing tables.

Office of the State Controller 12 NCAS Training.8
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Dimension by MDC Type

MDC Type
Dimension Budget GASB Management MLV'naJSQﬁHSnt
Accounts (4) (1) (2)
Accounts, Operating Statement (3)
Aging X
Budget Code/Fund/Tx Type X
Budget Codes/Funds X X X
Budget Types, All X X
Center Elements X X X
Companies, All X
Expenditure Functions, All X
Financial Reporting Unit (FRU) X X X
Fiscal Period (Month) X X
Fiscal Year X X
GAAP Fund Types X
GASB Numbers, All X
Grant Year X X X
Requesters/Vendors X

(1) Includes Balance Sheet Accounts and Operating Statement Accounts

(2) Expenditure accounts only

(3) Includes Revenues, Expenditures, and Budgetary Accounts

(4) Includes Revenues, Expenditures, Adjustments to Cash, and Budgetary
Accounts.

Office of the State Controller 13 NCAS Training.8
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Measure by MDC Type

MDC Type
Measure Budget GASB Management Mgnnaésgﬁllgnt
Actual, MTD X X
Actual, QTD X
Actual, YTD X X
Actual, YTD Fiscal X X
Balance X
Balance, Authorized Available X
Balance, Beginning X
Budget, Unexpended Authorized X
Budget, Unexpended Certified X
Budget, YTD Authorized X X X
Budget, YTD Certified X X
Commitment X
Encumbrance, YTD X X X

Historical Cubes

The OSC also produces historical (previous fiscal years) databases for
the Budget MDC and GASB MDC. The Management and Materials Man-
agement MDCs contain only current data.

The current fiscal year databases contain some limited data for the previ-
ous fiscal years for analysis purposes, generally data for the last quarter
and 13th period of the previous two fiscal years. The historical MDCs,
however, contain data for the entire fiscal year to which they relate. Histor-
ical MDCs for some large agencies may contain data for shorter time peri-
ods, such as a fiscal quarter.

File Naming Conventions

MDC files are named according to standard conventions that indicate the
agency, type of cube and, for historical cubes, the fiscal year.

Names for agency MDC files for the current fiscal year are composed of:

1. The first two numbers of the agency's FRU code, plus
2. a filler character (the letter “x”), plus
3. an abbreviation representing the cube type, plus

4, the file name extension “.mdc”
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For example, current year MDCs for the Office of the State Controller NOTES
(Agency 14) are named:

Management MDC (mgmt) 14xmgmt.mdc

Budget MDC (budgt) 14xbudgt.mdc

GASB MDC (gasb) 14xgasb.mdc

Materials Management MDC (mmopn) 14mmopn.mdc

There are exceptions to the naming convention format:

* For agencies 07 (Department of State Treasurer), 45 (Department
of Revenue), and x99 (Department of Revenue - General Fund
Revenues), the x precedes the agency number (e.g., x07budgt,
x07gasb, x07mgmt, and x07comp) for both current and historical
MDCs.

7 For information about the naming conventions for universities, see
QRG 3: MDC Naming Conventions for Universities.

Historical (Previous Fiscal Year) MDCs

Names for Budget and GASB MDC files for previous fiscal years are com-
posed of:

1. The first two numbers of the agency's FRU code, plus
2. a filler character (the letter “x”), plus
3. a single letter representing the cube type:

b = Budget type, or

g = GASB type,

plus
4. the abbreviation “fy” for Fiscal Year, plus
5. the last two digits of the fiscal year, plus
6. the file name extension “ .mdc”
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NOTES

For example, OSC (Agency 14) historical MDCs for FY2000 and FY1999
are named as follows:

MDC Type FY2000 FY1999
Budget 14xbfy00.mdc 14xbfy99.mdc
GASB 14xgfy00.mdc 14xgfy99.mdc

Other MDC Types

There are also special consolidated cubes for certain agencies (DHHS
and the 3X agencies), and consolidated statewide quarterly and statewide
multi-year comparative cubes. For a listing, see QRG 4: Other MDC
Types.

Cubes and Reports
The data in MDC files may be viewed and manipulated by:
1. opening a cube file directly,

2. opening a Cognos PowerPlay report (*.ppr) file, either a standard
report or a report customized by the user, which provides a specific
view of the data in the cube.

We will cover these methods in this class, and also create customized
reports, but a convenient way to begin working with cubes and reports is
to begin with a standard report.

Standard Reports

The OSC provides several types of standard reports based on the four
types of MDCs. Some of these reports are presented by default in
“Explorer” mode and some in “Reporter” mode, which are two different
ways of viewing and manipulating cube data. The differences between the
two modes will be discussed later. Once opened, however, the report may
be viewed in the other mode as well.

Users may access standard reports via a point-and-click graphical inter-
face referred to as the “DSS Desktop”, which we will begin to use in the
next chapter. As you will see, the Desktop presents separate access but-
tons for Explorer and Reporter modes, thus the lists of standard reports on
the following two pages are grouped according to the default mode of the
report.

For an alphabetical list of standard reports, with cube file name, report
file name, and DSS Desktop access path, see QRG 7: DSS Standard
Reports.
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Explorer Mode Reports

Report and database references in the table use the OSC (Agency 14) as

an example.

NAME

DESCRIPTION OF EXPLORER REPORT

DATABASES

AFF Management
Control Report

This Explorer report is used for finding the authorized
line item budget, commitments, encumbrances, expendi-
tures, and available balances by fund and cost center

14xmgmt.mdc
(current data)

Explorer name: from the Available Funds File (AFF). no history
14xmgmt.ppr available
GL Budget Code Con- | This Explorer report includes all accounts that affect the 14xbudgt.mdc

trol Report

Explorer name:
14xbudgt.ppr

agency’s cash basis budgetary reports (BD701), prima-
rily operating statement accounts. Data available in this
Explorer report includes YTD certified budget, YTD
authorized budget, YTD actual, YTD encumbrance, MTD
actual, and QTD actual.

(current year data)

14xbfyx1.mdc
(data for YYx1)

GL GASB Control
Report

Explorer name:
14xgasb.ppr

This Explorer report includes balance sheet and operat-
ing statement accounts. It allows the agency to analyze
current and prior period general ledger activity with a

focus on the detail GASB number and company number.
Data available includes MTD actual, YTD actual, begin-
ning balance, YTD certified budget, YTD authorized bud-
get, YTD encumbrance, and YTD fiscal actual.

14xgasb.mdc
(current year data)

14gfyx1.mdc
(data for YYx1)

MM Open Documents
By Account Report

Explorer name:
14xmeact.ppr

This Explorer report includes the expenditure accounts
for outstanding encumbrances and commitments
amounts under the Budget Code/Fund/TX Type dimen-
sion. The encumbrances and commitments can be
drilled down to the Invoice, Purchase Order, and Requi-
sition lines that make up the balances.

14xmmopn.mdc

no history
available

MM Open Documents
By Requester/ Vendor
Report

Explorer name:
14xmmrv.ppr

This Explorer report includes an Aging Schedule by
Requesters/Vendors for outstanding encumbrance and
commitment amounts under the Budget Code/Fund/TX
Type dimension. The encumbrances and commitments
can be drilled down to the Invoice, Purchase Order, and
Requisition lines that make up the balances.

14xmmopn.mdc

no history
available
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Reporter Mode Reports

Report and database references in the table use the OSC (14) as an
example.Adobe Reports

NAME

DESCRIPTION OF REPORT

DATABASE

BD701 Budget Code
Recap

Reporter name:
14x7011.ppr

BD701 Budget Code Recap reports a budget code level
summary of total budgeted and actual expenditures, rev-
enues, and appropriation balances. All amounts are
summarized and displayed at the expenditures, reve-
nues, and appropriation level for each budget code.

14xbudgt.mdc
(current year data)

14xbfyx1.mdc (data
for YYx1)

BD701 Summary By
Purpose

Reporter name:
14x7012.ppr

BD701 Summary by Purpose reports a summary of the
total budgeted and actual expenditures and revenue bal-
ances by the budget code. All amounts are summarized
and displayed at the budget fund (purpose) level.

14xbudgt.mdc
(current year data)

14xbfyx1.mdc
(data for YYx1)

BD701 Summary by
Account

Reporter name:
14x7013.ppr

BD701 Summary by Account reports a summary of the
total budgeted and actual expenditures and revenue bal-
ances by the account number within each budget code.
All amounts are summarized and displayed at the sum-
mary account level (4-digits) for each budget code.

14xbudgt.mdc (cur-
rent year data)

14xbfyx1.mdc (data
for YYx1)

MM Open Documents
By Account Report

Reporter name:
14xmract.ppr

The MM Open Documents By Account Report
includes all expenditure accounts for Budget Code/Fund
TX Type Dimensions at the four-digit summary level.
Budget Code/Fund/TX Type can be drilled down to
encumbrances and commitments levels, which can be
drilled down to the Invoice, Purchase Order, and Requi-
sition lines that make up the balances. Calculations can
be added to further analyze the balances.

14xmmopn.mdc

no history
available

Adobe Reports

A number of CAFR reports, preformatted for quick printing, are available
in *.pdf format. They may be accessed via the DSS Desktop, but require
Adobe Acrobat Reader to view and print them. For a listing, see QRG 8:
Reports Available in Adobe PDF Format.

Office of the State Controller
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Accessing and Viewing DSS Data

Nesting

NCAS & the Accessing Adding Dimensions

; & Viewing
DSS O
verview DSS Data Layers

(Explorer Mode)

Formatting,
Printing
and
Exporting

Creating Modifying
Custom Custom Reports

Reports (Reporter
(Reporter Mode) Mode)

Overview

The DSS users often want to take a quick look at data in order to make
decisions. A DSS mode called Explorer is especially useful for this kind of
application. The walkthroughs in this section of the handbook use Explorer
for accessing and viewing the DSS data.

Opening a Report

The following walkthrough is designed to demonstrate how to open an
Explorer report and its associated database using the DSS. The following
scenario describes a situation similar to one that employees might encoun-
ter in the workplace. Concepts and techniques used in these walkthroughs
are used for many DSS applications. Data presented in examples in this
handbook are for demonstration purposes only.

WALKTHROUGH: Opening a DSS Explorer Report

SCENARIO

You are a manager at the Office of the State Controller (OSC), com-
pany 14XX.

You decide to use the DSS to review your expenditures and detailed
accounts. This data is available in the Budget Code Control Report.
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Programs

To open the DSS:

1. Click on Start on the Windows Taskbar, position the cursor over
Programs, position the cursor over NCAS DSS, and then click on
DSS Desktop.
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The DSS displays the NCAS Decision Support System main menu screen. NOTES
[EINCAS Desktop P i S |
NCAS Decisicon Support System
Financial hnalysis Custom
A e @
hgency Statewide Statewide Views /Reports
Management
——1_| Analysis Agency
A= adobe Reports Exit Button

The NCAS Decision Support System Desktop is a graphical user interface
that allows users to open the DSS and select a standard Explorer report or
Reporter report. In the training scenarios, you will be using financial data
and dimensions related to budgetary management to demonstrate these
tools. Concepts, tools, and techniques covered in this course apply to
other types of requests for financial information. From the main menu, it is
possible to:

» Select a delivered Explorer report or Reporter report by clicking on
any Agency button.

+  Select a custom Explorer report or Reporter report by clicking on the
Views/Reports button in the Custom section.

+ Select a delivered Adobe report by clicking on the Adobe Reports
button.

+ Select a delivered Explorer report or Reporter report for all agencies
by clicking on the Statewide button.

r— Statewide reports are available only to central management
agencies.

+ Exit the DSS by clicking on the Exit button.

To open a report using Explorer:

2. Click on the Management Analysis Agency (magnifying glass)
button on the Decision Support System main menu.

The DSS displays the Agency Management Analysis Select Menu
screen which allows users to select a specific Explorer report or
Reporter report to obtain the data needed from the DSS.
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NOTES
f23 NCAS Desktop
Name of »‘ 14X¥-Office of the State Controller |
Agency
5 5 " O
rop-Down Menu —’_H_"\ f

to Select a DSS
Explorer Report VIEWS REPORTS
- | -

Drop-Down Menu
to Select a DSS
Reporter Report

Last Modified

Launch Button to / § Exit
Start DSS Explorer

or Reporter

Exit Button to Return Date and Time MDC
to the Main Menu File was Saved

The Agency Management Analysis Select Menu screen gives access to
both the DSS Explorer Reports and Reporter Reports. Explorer Reports
are used primarily for taking a quick look at the data utilizing Explorer.
Reporter Reports are used for more detailed accounts and for calculations
utilizing Reporter.

Once an Explorer report or Reporter report has been selected from the
Select Menu, and a database has been selected from the Choose a Local
Cube window which follows, the DSS will automatically retrieve data from
the database.
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Certain information is important to understand regarding this screen: NOTES
* Name of agency

*  Drop-down menu for selecting an Explorer report

*  Drop-down menu for selecting a Reporter report

* Launch button

+  Exit button

+ Date and time of the last update of the data

Central Management Agencies only:
(all other users proceed to Step 6)

[EiNCAS Desktop

14X-Office of the State Controller

10X-Agricutture

11X-Dept. of Labor

12X _Dept. of Insurance
13X-Dept. of Administration
VIEWS |14X-Office of the State Controller PORTS
15X-Dept. of Transportation
16X-DENR

17 ¥ Wildlife

Bl D

ll

Last Modified

Exit

3. Click on the drop-down arrow beside Please Pick An Agency
Below to get a list of agencies available to you.

4. Click on the scroll bar until 14X-Office of State Controller is visible.
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NOTES 5. Click on 14X-Office of State Controller from the Please Pick An
Agency Below drop down menu on the Agency Management Anal-

ysis Select menu screen.

E2 NCAS Desktop I
| 14X-0Office of the State Controller
Explorer Reports
Drop-Down Menu Date MDC File
was Saved
S
VIEWS REFORTS
6L Budget Code Control -| | -
AFF Management Control
GL Budget Code Control v
GL GASE Control
MM Open Documents by Account F000-09-15 02:22:028.0
MM Open Documents by Rgsterfendor
/ Launch Exit
Launch Button
6. Click on the drop-down arrow of the Views list box on the Man-

agement Analysis Select menu to drop-down a list of available
Explorer reports.

7. Click on GL Budget Code Control to select it from the Explorer
Reports list box.

r— The GL Budget Code Control is the most appropriate
Explorer report to review detailed expenditure and revenue
accounts. The DSS displays the date when the database

was last updated.

8. Click on the Launch button.

Depending on the size of your agency’s database, it may take a few
minutes for the Cannot open the cube window to display. The DSS dis-
plays an hourglass to indicate that it is still working.

Office of the State Controller 24 NCAS Training.3



IA: DSS-01 Accessing and Viewing DSS Data
DSS Basics

The DSS displays the Cannot open the cube window. This is an informa-

. NOTES
tional message, not an error message.
PowerPloy g

& Cannat open the cube

4D ESH 4=budgt. mde.

It may have been moved. renamed or deleted.
Pleaze locate the cube, or chooze a different cube.

To facilitate the use of the various databases (MDCs), the OSC has
saved the DSS reports to Prompt for Cube. Budget and GASB
Explorer and Reporter Reports now prompt for cube. Prompting for
cube will allow the DSS Explorer Reports or the DSS Reporter Reports
to access either current MDCs or historical MDCs. Prompting for cubes
allow the user to choose between current MDCs or historical MDCs of
the same type, e.g. 14xBudget, 14xBfy98, or 14xBfy97.

To open the Choose a Local Cube box:

9. Click on the OK button.

The DSS displays the Choose a Local Cube window. For more information

about selecting databases, refer to Multidimensional Cubes in the NCAS
and DSS Overview section.

Choose a Local Cube

Laak ir: Ia mde j gl l'_" 5 oK |
=| 14=budgt.mdz A
C |
=| 14xgasb.mdc anee |
=| 14=mgmt.mdc . Explain
=| 1dxmmopn.mdc CUbe (Or MDC) LISt = |
Box Acocess
@ Local
 Remote
File hame:
Files of type: IPowerPIa_l,J cubes [*mdc) j OK Button
Description:
ICannot open the cube "U:AMDCE 4zbudgt. mdc".

Sometimes the correct data path for the MDCs does not appear in the
Look IN: field of the Choose a Local Cube window. The user can
change the directory to the correct one.
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NOTES To select the database:

10.  Click once on the 14xbudgt.mdc cube (database) in the list of file
names in the Choose a Local Cube window.

The DSS requires that the database selected be compatible with the
report selected.

By looking at the choices visible in the Choose a Local Cube list box, it
is possible to see that several databases, 14xbfy98.mdc,
14xbudgt.mdc, and 41budgt.mdc contain budget code data.

Cube 14xbudgt.mdc is compatible and contains current budget code
data for the OSC. Cube 14xbfy98.mdc is compatible but contains the
budget code history for 1998 for OSC.

Cube 41budgt.mdc should not be selected for report 14xbudgt.mdc
because 41 refers to company 41 (ITS), while 14 refers to the OSC.

14xBUDGT.MDC should now be highlighted.

11. Click on the OK button.

The DSS displays an hourglass to indicate that the computer is bring-
ing up the cube. Users may have to wait several minutes for a large
database.
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The DSS opens the report and retrieves data from the selected database. NOTES

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]
5 Fle Edit View lnser

plore Format Tools Window  Help

AEENE RS I SEINR)
£ | 1a0sC I Gudga Type I ﬁc‘c\unts I ﬁram ear I Gudget CodesFunds | ESC Cost Centers I Fisc:al “ear | Fiscal Feriod I mEASURES I‘
Y¥TD CERT YTD AUTH YD MTD ACTUAL QTD ACTUAL YTOFISCAL | Unexp Cert Amit
BUDGET BUDGET ENCUMBRAMNC ACTUAL

EXP +ADJTOC| 197 873,871.00 | 2221887500 | 14,159531.97 | 1506571625 | 3952158846 | 133678,379.88 | 6419549112

REY +ADJTO (| 22,400,213.00 | 33,7N317.00 0.oo 2231, 118497 9,033,182.40 | 35790,344.82 | -13,390131.82
BUDGETARY A |-155,769,3569.33 | 155,769, 358.33 0.oo 0.00 0.00 0.00 |-155,769,358.33
Accounts 64,504,724.67 411,63?,65\33 14,159,531.97 | 17,296,93522 | 48,554,770.86 | 169,468,724.70 |-104,964,000.03

Report File Name

EIN| 5

For Help, press F1.

You now have successfully opened the Budget Code Control report and
database for the OSC.

The MDC is located on a LAN drive where access is restricted to read-
only. Data can only be retrieved and manipulated, not modified (saved)
or deleted.
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NOTES A Tour of the DSS Screen

The Explorer screen has seven significant features:
*  Menu bar

* Tool bar

* Dimension line

* Home area

*  Workspace

*  Scroll bar

«  Status line

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 8] x|
E‘| File Edit ‘“iew Insert Egplore Fomnat Tools MWindow Help - |E|ﬂ

a] |E|Eh|§|r>|c=| !9|a|i@g|f| %¢|t|%

= Buicget Type | mccoums | Eram 'ear H\Eudget CodesFunds)\| OSC Cost Centers | r|scal ear | rlscal Period | mEASURES ||

YTD CERT YTDAUTH MTD AGTUAL QTD ACTUAL YTD FISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUM AN ACTUAL

787357100 | 232,118,875.00 | 14,158,531,
REV+aDNTO¢| 22300,213.00 | 33,749, NG00 0.00

BUDGETARY A1|-155,76959.33 155,?59;&3\ 0.00 0.00 0.00 0.00 |-155,769,359.33
Accounts \ 64,504,?2)3@’ 411,637,651.33 }4{59,531.9? 1?,295,93&{ 43,554,??1}{6 169,468,724.70 |-104,964,000.03
| N

Dimension Line

EXP +AD\TO € 15,065,716, 98,521,586.46 | 133,675,379.88 | 64,195,491.12

231, 218.97 033,182.40 | 35,790,344.82 | -13,390,131.82

Workspace

Tool Bar

Home Area Menu Bar

Scroll Bar

Status Line

K| o

For Help/press F1.

The Menu bar contains drop-down menus for all available Explorer func-
tions.

The Help menu can be used for a detailed explanation of any com-
mand discussed in this document.

The Tool Bar provides buttons to quickly perform a specific menu bar
function. These buttons will be pointed out whenever they are used in a
walkthrough.
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The dimension line contains all the available dimensions for the report. In NOTES
order to display all the available dimensions at once, the dimension line

must be resized. If resizing were not done the scroll arrows at the end of

the dimension line would have to be used to scroll to the desired dimen-

sion. The dimension line needs to be resized every time you access the

DSS.

The home area is a “neutral zone.” Positioning the cursor in the home
area and clicking the mouse deselects highlighted cells.

The workspace is a result of all selections of the available dimensions and
the type of graphic display. Walkthroughs and exercises in this handbook
utilize cross-tab displays.

A scroll bar below or to the right of the data enables users to scroll
through the data whenever the report is too wide or too long for a single
screen.

The status line displays helpful information about Explorer functions or
commands. For instance, when the cursor is positioned over a tool bar but-
ton, the status line explains the button’s function.
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NOTES

Filtering

Filtering is a way to narrow the information (instead of viewing all avail-
able information) from the DSS database. It is necessary to filter the DSS
data because it is delivered at a highly summarized level. Filtering makes
the data more meaningful.

Filtering for fiscal year, month, and budget code are usually the first steps
users take to customize their data. During this course whenever it is
appropriate, you will filter the data for these dimensions.w

Filtering Using the Dimension Line

The following walkthrough demonstrates how to use the dimension line to
filter for fiscal year, month, and budget code.

WALKTHROUGH: Using the Dimension Line to Filter
for Fiscal Year, Month, and Budget Code

SCENARIO

You want to review expenditures. After opening the Budget Code Con-
trol Report for the OSC, you decide to filter the data for fiscal year,
month, and budget code.

Walkthrough Objectives:
O  Filter for fiscal year 2002.
d Filter for the month of August.
O  Filter for code 24160.
— Filter for code 14160.

— Filter for fund 1000.
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NOTES

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] mEE

E File Edit “iew Insert Egplore Format Tools Window Help ;Iilll
o] == e = R A e e e sl NN S A R L,
= ﬂm Gudge{ Type | Dccounts I Brant ‘Year I Gudget CodesFunds I BSC Cost Certers I Fisc:al ‘fear | Fisc:al Period I mEASURES ||
YTD CERT YTD AUTH YD MTD ACTUAL | QTDACTUAL YTOFISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUMBRANC ACTUAL
EXP +ADJTO | 197,873,871.00 | 222118875.00 | 1415953197 | 15,085716.25 3952158846 | 133678,379.88 | 64,19548112
REY+ADJTOC| 22400213.00 | 33748,317.00 0.00 2,131,897 9,033,182.40 | 3579034482 | -13,390131.82
BUDGETARY Ar|-155,768,359.33 | 155,769,359.33 0.00 0.00 0.00 0.00 |-155,769,359.33
Accounts 64,504,724.67 | 411,637,651.33 | 14,159,531.97 | 17,296935.22 48,554,770.86 | 169,468,724.70 -104,964,000.03
1| o

For Help, press F1.

To filter for the fiscal year:

1. Click on or position the cursor over FISCAL YEAR on the dimension
line to view the list of choices.

Fizcal Year I<_ Parent

Fy 2000
Siblings F% 2001
' FY 2002 o cnild

T o

2. Click fiscal year 2002.

FISCAL YEAR is a parent category of fiscal year 2002 and fiscal year
2002 is a child category of FISCAL YEAR.
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NOTES

In the dimension line, the dimension changes from FISCAL YEAR in
a closed folder to 2002 in a rectangle. This indicates that the data
that is being filtered for fiscal year 2002 is the lowest level for this

dimension.
* PowerFlay - [14xbudgt_ppr of 14xbudgt [Explorer]] _ 8] %]

E]Eile Edit iew Ingert Egplore Format Tool: Window Help

=181 x|

D|E(EIR|S[o || 2]we|em] 6] st w

N
[ 14 05C || Budget Type | | Accourts || Grant vear || Budget Codesiunds | | 05C Cost Certerd | [ Fv 2002 Wﬁsca\ Periad | | MEASURES | |

¥TD GERT ¥TD AUTH ¥TD MTDACTUAL | oTweeef | YTDFISCAL | Unewp CertAmt
BUDGET BUDGET | ENCUMBRANC ACTUAL
EXP + ADJTO ¢ 0.00 0.00 |  3701,34645 | 1,965,86819 | 4940160.57 | 4940189.57 | -4,940189.57
REY + ADJ TO ¢ 0.00 0.00 0.00 339,696.60 71773465 TITT3465 | -T17734.65
BUDGETARY Ar| -6,400,000.00 | 6400,000.00 0.00 0.00 0.00 0.00 | -6,400,000.00
Accounts -6,400,000.00 |  6400,000.00 | 3,701,346.45 | 230558470 | 5657,924.22 | 566792422  12,057,924.22
A O

For Help, press F1.

To review the dimension structure:

3.

Position the cursor over 2002 on the dimension line.

Parent

[Fv 200z | | Fie

ﬂ_ Fizcal Year 1,,4_ Down Arrow

Current Filtered /(

Dimension

Fy 2002

The current filtered dimension is displayed in bold. A down arrow
identifies the parent category.

Position the cursor over the down arrow.
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NOTES

Fy 2002 || Fizcal Period | | ME

Fraom —
<¢—  Siblings
FY 2002 P 2001

The siblings of the currently filtered dimension appear and are avail-
able for filtering.

To filter for the month of August:

5. Position the cursor over FISCAL PERIOD on the dimension line to
view the list of choices.

Fizcal Period I

July
< Avgust >
COctober

Movember

=]

December

January

| ™ O

February
harch
April
hay

June

6. Click on August to select it from the list.

FiscAL PERIOD is a parent category of August and August is a child
category of FISCAL PERIOD.
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NOTES The data is now filtered for fiscal year 2002 and the month of August.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] |7

E File Edit ‘fiew lreett Explore Fomat Took Window  Help =18 x|
D|S|E[R[S]o] - | B|we|E]E]6]#] 43| —
| £ | 14.05¢ | Budget Type | r&ccoums | Eram Vet | Budget CotesFunds | Esc Cost Cemer(u Fy 2002 | | August @EASURES | |

YTD CERT YTD AUTH YD MTD ACTUAL | GTDACTUAL T —TTDTIBCAL Unesxp Cert Amt
BUDGET BUDGET ENCUMBRANG ACTUAL
ExP+ADJTOC .00 0.0 1,211,564.15 957,475.00 196588819 196588819 -1,965,280.19
REY + ADJTO ¢ 0.00 n.0a 0.00 301,355.14 339,696.60 339,696.60 -339,696.60
BUDGETARY Ar|  -2,560,000.00 2,560,000.00 0.00 n.0a n.oo 0.00 | -2,560,000.00
Accounts -2,560,000.00 2,560,000.00 1,211,564.15 1,268,830.15  2,305,584.70 | 2,305,584.70 -4,865,584.70
1| o

For Help, press F1.

To filter for the budget code:

7. Position the cursor over BUDGET CODES/FUNDS on the dimension
line to view the list of choices.

Budget Codes/Funds I FI;
=1 14160 OSC-GEMERAL

~| 24160 O5C-SPECIAL

!

8. Click on 24160 OSC-SPECIAL to select it from the list.

The DSS displays the data filtered for fiscal year, month, and budget
code.

Notice in the dimension line that the dimension changes from BUDGET
CODES/FUNDS in a closed folder to 24160 OSC-SPECIAL in an open folder.
This indicates that the data being filtered has more detailed points.
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E File Edt View Inset Ezplore Format Tools Window Help =l8l=
D|S|QR[S]o] | Rlw|m|@| o]« el
‘ £ 1305¢ || Bucgt Type | | Accours | mesc Cost Corters | [ Fv 2002 | [ Auguet | | MEASURES ||
YO CERT ¥TD AUTH YID | WIDACTUAL | GTDACTUAL | YTDFISCAL | Unexp CerlAmt
BUDGET BUDGET | ENCUMBRANC ACTUAL
EXF+ADJTOC 0.00 0.00 2,763.30 106,6465.08 106,655.08 106,665.08 | -106,655.08
REV+ADJTOC ] 0.00 0.00 301,087 08 301,087 08 30108708 -301,087.08
BUDGETARY & 000 0.00 0.00 0.00 000 0.00 0.00
Accounts 0.00 0.00 2,753.20 407,742.16 407,742.16 407,742.16 | -407,742.16
A 0

For Help, press F1.

You have now successfully filtered the GL Budget Code Control report to

view budget code 24160 OSC-SPECIAL for August 2002.

To filter for the sibling category 14160 OSC-GENERAL.:

9.
10.

11.

Position the cursor over 24160 OSC-SPECIAL.

Position the cursor over the down arrow.

A list of sibling categories is displayed.

Child
Categories

J

A

| 24160 OSC-SPECIAL
Budget Co

05C Cost Centers | | Fv 2002 || sug.

24160 OSC-SPECIAL

2000 SPECIAL FUND - OSC
2200 E-COMMERCE IMITIATIVES
2300 E-PROCUREMENT

14160 OSC-GEMERAL

Click on 14160 OSC-GENERAL to select it from the list.

The data is now filtered for budget code 14160.

- —

Sibling
Categories
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* PowerPlay - [14zbudgt.ppr of 14xbudgt [Explorer]] M=l
E]Eile Edt Wew Inset Esploe Format Tools Window Help _I_I- Eﬁl

D |E|R[E]o] | &w|ml@] 8] 5[] ¥l

| £ | 140sc | Budget Type | r&ccoums | Erant Year | | 14160 OSC-GENERAL | Bsc Cost Centers | [ Fr 2002 | [ sugust | mEASURES | ‘

¥TD GERT YTD AUTH YTD MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET | ENCUMBRANG ACTUAL
EXP +ADJTOC 0.00 0oo | 1,20881095 | 85081982 | 185023301 185823311 -1,850,233.11
REV +ADJTO ( 0.00 0.00 0.00 268.07 38,609.52 36,609.52 -36,608.52
BUDGETARY A'| -2,560,000.00 | 2,660,000.00 0.00 0.0 0.00 000 | -2,560,000.00
Accounts -2,560,000.00 | 2,560,000.00 | 1,208,810.95 |  B51,087.99 | 1,897,842.63 | 1,897.84263 | -4,457,84263
LT O

For Help, press F1.

To filter for the child category 1000 OFFICE OF STATE CONTROL-
LER:

12. Position the cursor over 14160 OSC-GENERAL.

' 14160 OSC-GENERAL | Gsc Cost Center
Budget Codes/Funds 3

14160 OSC-GEHERAL

1000 QFFICE OF STATE COMTROLLER

13.  Click on 1000 OFFICE OF STATE CONTROLLER.
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The data is now filtered for fund 1000. NOTES
* PowerPlay - [14xbudgt_ppr of 14xbudgt (Explorer]] & %]
S Fle Edt View Inset Ewplore Fomat Toolk Window Help =18 x|

DS RIR[&[o |~ | Blele]s] o] ¥

‘ | 14 0sc Budget Type | r&ccuurds | Bram ‘ear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Certers | [ Py 2002 | [ August | ﬂ

¥TD CERT YTD AUTH 1D MTDACTUAL | GTDACTUAL | YTDFISGAL  Unesp Cer Amt
BUDGET BUDGET | ENCUMBRANG ACTUAL
EXP +ADJ TO C 0.00 000| 120881085 85081982 | 185823301 185023301 185923311
REV+ADJTOC 0.00 0.00 0.00 268.07 36,600.52 36,609.52 -36,608.52
BUDGETARY A -2,560,000.00 | 2.560,000.00 .00 0.00 0.00 000 256000000
Accounts -2,560,00000 | 256000000  1,20831095 |  851,087.99 | 1,807.84263  1,807,842.63  -4,457,84263
EI| 0

For Help, press F1.

The dimension line displays all the dimensions available for the report. If
the dimension line does not display all dimensions at the same time,
arrows at each end of the dimension line appear for scrolling left and right
through the dimensions.

WALKTHROUGH: Scrolling Through the Dimension
Line

SCENARIO

After filtering the Budget Code Control Report for the OSC, you want to
see all the available dimensions.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]
E‘| File Edit “iew Insert Explore Format Tool: Window Help

D[S R[S |~ | Rw|e=E] 6 @] =[] ]

| | 12 05C | Budoet Type | [ Accounts || Grant vear | [ 1000 CFFICE OF STATE CONTROLLER | | 0SC Cost Centers | [ Fv 2002 | [ August | P

(8] x]
=&

YTD CERT YTD AUTH YTD MTD ACTUAL QTD ACTUAL YTDFISCAL | Unexp C riit
BUDGET BUDGET ENCUMBRANC ACTUAL
EXP + ADJTOC 0.00 0.00 1,208,810.95 850,819.92 1,859, 23311 1,858, 233.11 858,233
REV + ADJTO € 0.00 0.o0 0.00 268.07 38,609.52 38,6094 -38,608.52
BUDGETARY A -2,560,000.00 2,560,000.00 0.00 0.00 0.00 / -2,560,000.00
Accounts 2,560,000.00 | 2,560,000.00 | 1,208,810.95 851,087.99 1,897,842.63 1,3%42.63 4,457,842.63
Right Dimension
Scroll Arrow
EImj o
For Help, press F1.
To scroll right across the dimension line:
1. Click and continue clicking on the right dimension scroll arrow

noticing the dimensions until the arrow disappears.

= When the dimension line is scrolled to the end of the dimen-
sions, the scroll arrow disappears.

2. Click and continue clicking on the left dimension scroll arrow
noticing the dimensions until the arrow disappears.

WALKTHROUGH: Resizing the Dimension Line

SCENARIO

You want to see how all dimensions are filtered. For ease of viewing,

you decide to resize the dimension line so all dimensions are visible at
once.
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To resize the dimension line: NOTES

1. Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

2. Click and drag the dimension line until it is doubled in size.

r— Sometimes the dimension line is accidentally moved instead
of being resized. If this happens move the dimension line
over the toolbar and it will return to the top of the screen.

r— The dimension line can also be moved permanently to the
bottom of the screen. Move the dimension line over the Sta-
tus line and it will position itself under the Status line.

3. Click on the Dimension scroll arrow until it disappears.

All dimensions are now visible.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] 2] x]
E File Edit “iew |nset Egzplore Format Tools Window Help _|ﬁ||1|

DS E|E|R] o] &]e|EEE »ER] [E o) b b 0] ] ] 2] )

£F | 14 05C Gudget Type | ﬁccoums | ﬁram ‘ear | [ 1000 OFFICE OF STATE COMTROLLER | Bsc Cost Centers | [ Fy 2002 | [ August |

YTD CERT YTD AUTH YTD MTD ACTUAL | QTD ACTUAL YTOFIECAL | Unexp CertAmt
BUDGET BUDGET EMNCUMBRANC ACTUAL
EXP +ADJTOC 0.00 0.o0 1,208,810.95 840,819.92 1,859,233.11 1,8569,233.11 | (1,888,233.11)
REV+ ADJTO( 0.00 0.o0 0.oo 268.07 38,608.52 38,609.52 (38,609.52)
BUDGETARY M| (2,560,000.00) 2,560,000.00 0.oo 0.0o 0.0o 0.00 | (2,560,000.00)
Accounts (2,560,000.00) 2,560,000.00 1,208,810.95 851,087.99 1,897.842.63 1,897,842.63 | (4,457,842.63)
K| o

“or Help, press F1.

= The resized dimension line will not be saved. The user will
need to resize the dimension line each time the report is
accessed.
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NOTES Filtering Using the Dimension Viewer

The following walkthrough demonstrates how to use the Dimension
Viewer to filter the data.

WALKTHROUGH: Using the Dimension Viewer
for Filtering

SCENARIO

You want to use the Dimension Viewer to continue filtering.

Walkthrough Objectives:

O  Filter for Budget Code 24160.

To open the Dimension Viewer:

Iﬁiﬂ— Dimension Viewer
Button

1. Click on the Dimension Viewer button on the Toolbar.

-~

v The Dimension Viewer can also be opened from the menu
bar by clicking on View and then clicking on Dimension
Viewer from the drop-down menu.
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NOTES

* PowerPlay - [14xbudat.ppr of 14xbudat [Explorer]] M EE
E Fle Edit Yiew |nzed Explore Fomat Tools Window Help 18] x|

DIgEER]e] & [w BE &R [E o5 ]l x| L:|

7 15.05C | | Buget Type | | Accourts | | Grant vear | [ 1000 OFFICE OF STATE CONTROLLER || OSC Cost Certers || Fv 2002 | [ Auguet |

=\ AETL Projecty ¥TD CERT YTD AUTH ¥TD MTD ACTUAL | GTDAGTUAL | ¥TD
= BUDGET BUDGET | ENCUMBRANC FIsC
i
= EXP +ADJTOC 0.00 0.00 | 1,208310.95 850,319.92 | 1,859,233.11 B
y i GrantYear N Ry oD TO ¢ 0.00 0.00 0.00 266,07 IB600.57 |Ha
(7 Budget Codzs/
&[0 DSE Cost Cenn| BUDSETARY A1 (2,560,000.00) | 2,560,000.00 0.00 0.00 0,00 | 0.00
b &
be (0 Fiscal Year oo e (2,560,000.00) | 2,560,000.00  1,208,810.95 851,087.99 | 1,807,842.63 it
= [:I Fiscal Period
-7 MEASURES . .
] Dimension

[N Viewer
B\ B

\ Dimension Viewer
Tool Bar

| K| 1
For Help, press F1.
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NOTES To resize the Dimension Viewer:

2. Position the cursor over the right border of the Dimension Viewer.
Notice the cursor changes shape to become a crosshair.

P>

3. Click and drag the border to the right until all dimension titles are
visible.
* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] — 2] x]
Efi\e Edit “iew |nzert Ewplore Format Tools ‘Window Help ;Iilll

DIs|E&R] o] v BlE]| o|i(R] [ |0 b x|k ]
[ 124 05C || Budast Trpe | [ Accourts || Grant vear | [ 1000 OFFICE OF STATE CONTROLLER | | 0SC Cost Centers | [ Fv 2002 | [[2ugust |

=1| @ WAETL Project\6L\Produc YTD CERT YTD AUTH YD MTDACTUAL | QTD
— B[ 1405C BUDGET BUDGET | ENCUMBRANC ACTUAL
(27 Budget Type
= BB Accounts EXP +ADJ TOC 0.00 0.00 | 1,208,81095 850,819,902 | RS
= -] Grank Year REY + ADJ TO 0.00 0.00 0.00 268.07 | 38,609.52
(=13 Budget Codes/Funds
v . -7 14160 05C-GENERAL | BUDGETARY A41| (2,560,00000) | 3,660,000.00 0.00 0.00 0.00
*
™ - 24TB0DSCSPECIAL [ oie (2,560,000.00) | 2,560,00000 | 1,208,810.95 |  851,087.00 ssasassns
- : -7 O5C Cost Centers
" [:I Fiscal Year
[:I Fiscal Period
[0 MEASURES
| | |
EIN| 0

For Help, press F1.

To filter for budget code 24160 using the Dimension Viewer:
4, Double click on BUDGET CODES/FUNDS in the Dimension Viewer.

4 The plus sign indicates a parent category with child catego-
ries below. This plus sign can be clicked on instead of dou-
ble clicking on the parent category.

Office of the State Controller 42 NCAS Training.3



IA: DSS-01 Accessing and Viewing DSS Data
DSS-Basics

* PowerPlay - [14xbudgt.ppr of 14xbudgt (Explorer]] MEE

E] File Edt “iew Ingert Ewplore Fomat Toolz Window Help ===

mE = E] e S e =l S N E R T E PR

23 15 0sc | | Budget Type | [ Accounts | | Grart vear | [1000 OFFICE OF STATE CONTROLLER | | 0=C Cost centers | [ Fv 2002 | [ August |

B

El'i_ WAETL Project\GLAProduc ¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL aTD
@[3 14050 BUDGET BUDGET | ENCUMBRANGC ACTUAL
[ Budget Type
[ Aceounts EXP +ADJTO C 0.00 0.00 | 1,208,310.95 850,310.02 | S
(£~ Grant Year REV +ADJ TO ¢ 0.00 0.00 0.00 268.07 | 38,609.52

=53 Budget Codes/Funds

BUDGETARY A1) (2,560,000.00) 2,560,000.00 o.oo 0.00 0.oo

o -E3 1
s [y 2 Accounts (2,560,000.00} 2,560,000.00 1,208,810.95 B851,087.99 |snisidany
- #-[17] 05C Cod)
I:I Fizcal Year
@I I:I Fiscal Period
[ MEASURES
< | |

Filter Button

For Help, press F1.

5. Click on 24160 OSC-SPECIAL in the Dimension Viewer.

6. Click on the Filter button on the Dimension Viewer toolbar.

? < | Filter Button

The Dimension Viewer can be used to efficiently filter when the dimen-
sion being filtered is a complex dimension, such as Accounts. When
using the dimension line, the DSS user would filter for each level of the
dimension, but with the Dimension Viewer, the user can drill down to
the level to filter, and then click on the filter button.
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The DSS displays the data filtered for Budget Code 24160.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] M=
E] File Edit View |nsett Explore Fomat Tools Window Help - E'lil
D|S(RIS(R| | & [w B2 o[k MM PR
= 14oscIﬁudgarype|Rccoums|Brant£ar||F241BDOSC-SPEC|AL 1| o)c cost centers | [ P 2DU2||Augus1|mEASURES|
=1 | WAETL ProjecthGL\Produc ¥TD CERT ¥TD AUTH ¥TD MTDACTUAL | QTD
e[ 1408C BUDGET BUDGET | ENCUMBRANG ACTUAL
[ B[ Budget Type
= 3 fecounts EXP+ADJTO( 0.00 0.00 275320 106,655.08 10665508
7 5 Grant Year REV+ADJTOC 0.oo 0.00 0.00 301,087.08 | 301,087.08
53 Budget Codes/Funds
N 3 NERAL | BUDGETARY & 0.00 0.00 0.00 0.00 0.00
= ] Ol
. . B [accounts 0.00 0.00 2,753.20 407.742.16 |407,742.16
+—+
L] -7 Fiscal Period
-7 MEASURES
J | |
[T T 0

For Help, press F1.

WALKTHROUGH: Resetting Dimensions

After experimenting with the Dimension Viewer, you want to filter your
dimensions as they were set before using the Dimension Viewer. You
decide the first step would be to reset your dimensions and refilter your

data.

SCENARIO

Walkthrough Objectives:

a o a

Reset dimensions.

Filter for Budget Fund 1000.

Filter for Fiscal Year 2002.

Filter for the month of August.

Office of the State Controller

44

NCAS Training.3



IA: DSS-01 Accessing and Viewing DSS Data
DSS-Basics

1. Click on the Reset Dimensions button on the toolbar. NO TES

4 Dimensions can also be reset by clicking on Explore on the
menu bar and then clicking on Reset Dimensions from the
drop-down menu.

Resetting dimensions return all dimensions to their top point.

i_ < Reset Dimensions
Button

*'PowerPlay - [14xbudgt_ppr of 14xzbudgt (Explorer]] 8] x|
E File Edt “iew Inset Explore Fomat Tools ‘Window Help _|ﬁ'|i|

Dis|RIS[R[ | i [ @] 2wl [0 o0 ] oa] 1 ]
| 14080 I Budget Type | Hccuums | Bram ‘fear | rB\udget CodezFuncs | BSC Cost Centers | Fiscal ‘fear | F‘iscal Petiod | mEASURES |

=a B ! WAETL Project\GL\Productior YTD CERT YTD AUTH YD MTD ACTUAL aTo
— g 14050 BUDGET BUDGET | ENCUMBRANC ACTUA
i) (-] Budget Type
g (7 Accounts EXP+ADJTO (| 197,873,871.00 | 22211807500 | 14,150,631.97 | 15,085,716.25 | s
? g g'Z”WeEa’d Fung REV+ADJTOC| 22400,213.00 | 33,749,317.00 000 2,231,218.07 | s
| ES] [=E udget Codes/Funds
" @[ 14160 OSC-GEMERAL BUDGETARY A | | 156,760 368,33 0.00 0.00| 000
| '[D:'SEE?EFEDSE'SPEE'AL Accounts 6450472467 | 411637.65133 | 1415053107 | 17,206.035.20 | eeeess
K=l - st Lenters

-7 Fiscal Year
|H| I:I Fiscal Period

-7 MEASURES

K |

. | 0

For Help, press F1.

To filter for fund 1000:

2. In the Dimension Viewer, Double Click on 14160 OSC-General.
3. Click on 1000 OFFICE OF STATE CONTROLLER.

4. Click on the Filter button in the Dimension Viewer toolbar.

r— When a dimension is filtered down more than one level, the
Dimension Viewer can be more efficient than the dimension
line.
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NOTES To filter for fiscal year 2002:
5. Click on the scroll bar on the Dimension Viewer to scroll down.
6. Double click on FiscAL YEAR in the Dimension Viewer.
7. Click on 2002 in the Dimension Viewer.
8. Click on the Filter button in the Dimension Viewer toolbar.

To filter for the month of August:

9. Click on the scroll bar on the Dimension Viewer to scroll down.
10.  Double click on FiscAL PERIOD in the Dimension Viewer.
11.  Click on August in the Dimension Viewer.
12.  Click on the Filter button in the Dimension Viewer toolbar.
The DSS displays the data filtered for fiscal year, month and fund.
G Fie Edt Yew luet Explove Fomet Took Window Help =l8]x|

DIS|E|ER[ o] ¢ BE] o@|R]

EREIEI T

£F| 1408c Budget Type | ﬂccoums | Bram ear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Centers | [ P 2002 | [ August |

= =63 Fiscal Peiod = YTO CERT Y¥TD AUTH Y¥TD MTDACTUAL | GTD
= July BUDGET BUDGET | ENCUMBRANG ACTUA
Lt S August
= 5] Seplentar EXP + ADJ TO C 0.00 000 1,208,810.85 540,310.87 | e
? EC‘U'JB"J REY + ADJ TO ¢ 0.00 0.00 non JRB.07 | A
s ovember
", 5] December BUDGETARY A| (2,560,000.00) 2,560,000.00 0.00 0.0 000

%
T -8 Jaway Accounts {2,560,000.00) |  2,560,000.00  1.208,810.95 951,087.99 | sEzsss
k=1 Febmary

March
|H| il

May

|2 June _Iﬂ
| 3

For Help, press F1.
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To close the Dimension Viewer: NO TES

13. Click on the Dimension Viewer button on the toolbar.

-~

v The Dimension Viewer can also be closed from the menu bar
by clicking on View on the menu bar and then clicking on
Dimension Viewer on the drop-down menu.

Drilling

Drilling is a method used in the DSS to obtain either more detailed or
more summarized information, depending on whether you drill down or up.
Drilling down on a dimension gives you more detailed data. Drilling up on a
dimension returns the data to a more summarized level.

The DSS uses the mouse cursor shape to indicate where data can be
drilled down. The mouse cursor has three distinct shapes when positioned
over data: the normal arrow shape, the plus sign and the plus sign with an
up arrow. The following walkthrough teaches you how to uncover detailed
data at points indicated by the plus sign.

Mouse Cursor Shapes

The following walkthroughs demonstrate drilling down to obtain detailed
data and then drilling back up to summarized data again. In the previous
walkthroughs, you opened the DSS, selected the budget view, selected a
budget database for the OSC, filtered for fiscal year, month, and budget
code, and are now ready to customize the view by drilling down.
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NOTES WALKTHROUGH: Drilling Down

SCENARIO

You are a manager at the OSC and are reviewing your expenditures.
You notice that the 5331 General Administrative Supplies balance is
high for the month of August 2002. You plan to drill down to see the
detailed accounts. You expect that account 533110 General Office

Supplies is probably the reason for the high expenditure in the 5331
accounts.

Walkthrough Objectives:
0 Drill down to account 533110.
0 Isolate account 533110.

0 Isolate MTD ACTUAL.

To drill down on expenditures until the 5331 accounts are uncov-
ered:

r— Notice the shape of the mouse cursor.

1. Position the mouse cursor in the blank workspace. The arrow
shape indicates you may not drill down.

* PowerPlay - [14xbudgt.ppr of 14xbudagt (Explorer]] =] x]
Efile Edit “iew Inset Explore Fomat Tools ‘Window Help —|=] x|

D|S|ES|R]-] t|eEE sk

[ =8| | | 0 b |

[ 12 05c | [ Budget Type | [ Accourts | | Grant vear | [ 1000 OFFICE OF STATE CONTROLLER | | 05C Cost Certers | [ Fv 2002 | [ August |
¥TD CERT YD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp
BUDGET BUDGET | ENCUMBRANC ACTUAL Cert
EXF + ADJ TO CASH 0.00 000| 1,20881085 850,819.82 | 135923311 | 1,860,23311 e
REV + ADJ TO CASH 0.00 0.00 0.00 268.07 38,609.52 38,609.67 |t
BUDGETARY ACCOUNTS | (2,560,000.00) |  2,560,000.00 0.00 0.00 0.00 0.00 |t
Accounts (2,560,000.00) | 2,560,000.00 | 1,208,810.95 851,087.99 | 1,807,842.63 |  1,897,842.63 usss

Mouse cursor
R<—' (arrow)

LT o

For Help, press F1.
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2. Now position the mouse cursor over the row dimension Exp + ADJ

. . NOTES
TO CASH. Notice that the cursor changes to a plus sign.

The plus sign indicates that EXp + ADJ TO CASH can be drilled down
on. EXP + ADJ TO CASH is a summary point in the ACCOUNTS dimen-

sion. The DSS users can always drill down on summary points to
obtain more detailed information.

A summary point is also referred to as a parent and a detail point is
referred to as a child.

Notice that the summary row ACCOUNTS matches the dimension line
ACCOUNTS.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]

-8 x|
ElE”E Edt View Inset Explore Format Tools Window Help =18
D|S|E|S|B| o | L@ 5|k R (£ o) |l v ] | d]
gmmm Grantear |1DDDOFFICEOFSTATECONTROLLER|BSCCDS¢CerﬁerS||FY2002||August|
~—
YTD CERT YTD AUTH YTD MTD ACTUAL | QTD ACTUAL YTOFISCAL  |Unexp
BUDGET BUDGET ENCUMBRANG ACTUAL Cert
EXP+A|:"]:|O CASH 0.00 000 1,208,81095 86081902 | 1,888233.11 | 1,858,23311 |Het
REY + AR CASH 0.00 0.00 0.00 2688.07 38,609.52 38,609.52 |RHER
BUDGETARY ACG@UNTS | (2,560,000000 | 2,560,000.00 0.00 0.00 0.00 0.00 |Ha
Accounts \ {2,560,000.00) 2,560,000.00 | 1,208,810.95 851,087.99 |  1,897,842.63 |  1,807,842.63 e
Plus Sign

[T

For Help, press F1

To drill down on Expenditures and Adjustments to Cash:

3. Double-click on the row labeled EXP + ADJ TO CASH.
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* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] mEE
E File Edit “iew |nsett Explore Fomat Tools 'Window Help -|5' ﬂ

D] QSR | &[] ]2 [ o] 0] ] na ool 6]
£ 12 05c || Budoet fpe | [EXP + ADJ TG Casr ) | yart vear | [ 1000 OFFICE OF STATE CONTROLLER | | OSC Cost Centers | | Fv 2002 | [ August |

D CERT YTD AUTH YTD MTD ACTUAL | QTDACTUAL YTOFISCAL  |Unexp
BUDGET BUDGET ENCLUMBRANC ACTUAL Cert
EXPEMNDITURES '{IF l 0.00 0.00 1,208,810.93 840,819.92 1,869,233.11 1,859,233.11 |
ADJUSTMENTS T 0.00 0.00 0.00 0.00 0.00 0.00 | o0.00
EXP + ADJTO CA 0.00 0.00 1,208,810.95 850,819.92 1,859,233.11 1,850,233.11 | amud
Plus Sign
ETM| 0

ExP + 4D TO CASH

The DSS Explorer now displays separate accounts for EXPENDITURES
and ADJUSTMENTS TO CASH-EXP instead of the summary point EXP +
ADJ TO CASH.

Notice that the accounts REV + ADJ TO CASH and BUDGETARY
ACCOUNTS (seen in the left-hand column of the screen on the previous
page) have now disappeared. REV + ADJ TO CASH and BUDGETARY
ACCOUNTS are sibling dimensions to EXP + ADJ TO CASH. Sibling
dimensions disappear when a sibling is drilled down in Explorer.

Drilling down in the DSS Explorer results in isolating the dimension as
well as filtering the data.

Notice that the dimension ACCOUNTS in the dimension line has changed.
It has now changed to EXP + ADJ TO CASH to indicate that the data is
being filtered for expenditures and adjustments to cash. (It is also indi-

cated by the summary row or bottom data row which displays EXP + ADJ
TO CASH.)

Finally, notice that EXPENDITURES is also a summary point (parent) as
shown in the following screen.

To Drill down on EXPENDITURES:

4, Double-click on the row labeled EXPENDITURES.
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* PowerPlay - [14xbudgt.ppr of 14xbudat [E zplorer)] MLl

G Al Edt View lnset Ewplore Fomat Took ‘Window Hep =18
D|(Q|SIR[ | &[] 28| [E o] b || 2] | b e ]

£F| 14 0sc | Budget Type | | EXPENDITLRES | ﬁram ear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Centers | [ Fy 2002 | [ August |

O CERT TD AUTH YT MTDACTUAL | QTDACTUAL | YTDFISCAL |Unexp

BUDGET BUDGET | ENCUMBRANC ACTUAL | Cert

531 PERSONAL SERVIC 0.00 0.00 0.00 416,146.42 862,644.08 B2,644.08 |
532 PURCHASED SERY 0.a0 0.a0 117847281 43282501 991,103.22 99110322 e
533 BUPPLIES '{IF 0.a0 0.a0 9317.84 £58.86 124481 124481 |HRE
534 PROPERTY, PLARIT 0.a0 0.a0 18,256.61 417.03 780.78 TH0.79 | HeE
535 OTHER EXPENSES 0.a0 0.a0 TH3.69 320,60 289822 299827 HAE
538 INTRAGOVERNMEN 0.a0 0.a0 0.a0 452.00 452.00 45200 | HHE
EXPENDITURES 0.00 0.00 1,208,810.95 850,819.92 1,859,233.11 1,859,233.11 | sEas

Plus Sign

K| 0

EXPENDITURES

The DSS replaces the summary point EXPENDITURES with the 53XXXX
summary accounts. ADJUSTMENTS TO CASH-EXP (previously in the
left-hand column) has disappeared, isolating the expenditure accounts.

The dimension EXP + ADJ TO CASH in the dimension line (and in the
summary row) changes to EXPENDITURES indicating that the data is now
being filtered for expenditures.

Notice that the plus sign cursor indicates that summary account 533 SUP-
PLIES can be drilled down.

To Drill down on 533 SUPPLIES.

5. Double-click on the row labeled 533 SUPPLIES.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =17 ]
E File Edt View Inzert Egplore Format Tool: Window Help _|ﬁ||1|

B[|B8[2] o | & [wE3]e] 2/ |2 [ o8] ta] e ]
| 140sc E;udget Type | |'533 SUPPLIES | ﬁram Year | [ 1000 OFFICE OF STATE CONTROLLER | BSC Cost Centers | [ Py 2002 | [ August |

YTO CERT YTDAUTH Y10 MTDACTUAL | QTDACTUAL | YTDFISCAL  |Unexp
BUDGET BUDGET EMCUMBRANC ACTUAL Cent

n
| 5331 GENERALAE".I-ﬂ 0.00 0.00 9,317.84 65586 1,244.81 1,244.81 | B
533 SUPPLIES A 0.00 0.00 9,317.84 658.86 1,244.81 1,244.81 | #558s

Plus Sign

I o
5331 GENERAL ADMINISTRATIVE SUPPLIE

The DSS replaces the list of summary expenditure accounts with the list of
4-digit summary accounts, which in this example includes only the 5331
GENERAL ADMINISTRATIVE SUPPLIES account.

In the dimension line and summary row, EXPENDITURES has been
replaced by 533 SUPPLIES, indicating that the data is now being filtered
for 533 SUPPLIES.

The plus sign cursor indicates 5331 GENERAL ADMINISTRATIVE SUP-
PLIES can be drilled down.

To drill down on the row 5331 GENERAL ADMINISTRATIVE SUP-
PLIES:

6. Double-click on the row labeled 5331 GENERAL ADMINISTRA-
TIVE SUPPLIES.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] _ 8] x|
E File Edit Yiew |nsett Explore Format Tools ‘window Help =18 =

DI\ RISIR | & |elEE] 2[R e o] 68| ]l o ]
| 14.0sc | Eudget Type | || 5331 GENERAL ADMMSTRATIVE SUPPLE | Brant ‘ear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Centers |
[P 2002 | [ Bugst | | vERSLRES |

YTDCERT YTDAUTH YTD MTD ACTUAL | QTD ACTUAL YTOFISCAL  Unexp

BUDGET BUDGET EMCUMBRANC ACTUAL Cert

53‘{,'31 GEMERAL OF 0.00 0.00 3,317.84 654.21 700.85 T00.85 &=

53390 DATAPROCE 0.oo 0.00 £,000.00 0.oo 0.oo noo | ooo

533140 SECURITY &¢ 0.00 0.00 0.a0 4 65 4 65 465 | (4.65)

533180 OTHER ADMIM 0.00 0.00 0.00 0.00 539.31 53931 B

533 GE“IERALADMINI 0.00 0.00 9,317.84 658,86 1,244.81 1,244.81 iz
Plus Sign

T O

5331 GENERAL ADMINISTRATIVE SUPPLIE

As a result of drilling down, the DSS replaces the list of supply accounts
with a full list of accounts beginning with 5331.

The DSS replaces 533 SUPPLIES with 5331 GENERAL ADMINISTRA-
TIVE SUPPLIES in the dimension line and summary row.

Notice that when the cursor is positioned over the 533110 GENERAL
OFFICE SUPPLIES account, it is displayed as a plus sign. The plus sign
indicates that this account can be drilled down. 533110 GENERAL
OFFICE SUPPLIES is a detail point, not a summary point. Detail points
are at the lowest point of the dimension hierarchy and can be drilled to iso-
late the detail point.

To isolate the row data for 533110 GENERAL OFFICE SUPPLIES:

7. Double-click on row labeled 533110 GENERAL OFFICE SUP-
PLIES account.
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* PowerPlay - [14zbudgt.ppr of 14xbudagt (Explorer)] 7] x
EEile Edit “iew |nset Ezploie Format Tools Window Help -|E|£|

DS S| o] & |e|E]@] /&R

EEIEIMME P E]

| 140s¢ Efudget Type | | 533110 GEMERAL OFFICE SUPPLEES | Eram Year | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Certers |
[Fv 2002 | [Bugust | | MEASURES |
¥TO CERT ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp
BUDGET BUDGET | ENCUMBRANG ACTUAL | Cert
3110 GENERAL OF] 0.00 0.00 331784 £54.21 700.85 700.85 | HE
Detail Row
EIM| 0

53110 GENERAL OFFICE SUPPLIES

Notice when the cursor is positioned over the 533110 GENERAL OFFICE
SUPPLIES ACCOUNT, it is displayed as a plus sign with an up arrow.
This special plus sign indicates that the account can be drilled up.

In order to display just the MTD ACTUAL column, the user can isolate the
column data.

To isolate the column data for MTD ACTUAL expenditures:

8. Double click on the column labeled MTD ACTUAL.
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* PowerPlay - [14xbudgt.ppr of 14xbudat [Explorer]] 8] %]
- =] %]

S Fle Edt Wiew Insett Esplore Fomat Took ‘Window Help
D[{ @SB | &[]][] [ o8] ba ] 1] v b ]

= mo?l Budget Type | [ 533110 GENERAL OFFICE SUPPLIES | ﬁrant Year | mqmommoum | ﬁsc Cost Centers |
[ Fv 2002 | [ sugust | [ MTD acTUAL |

MTD ACTUAL

533110 GENERAL OF 541

Detail Column

Changes to clustered bar display with depth,

Notice that the other data columns disappear.

The data is now filtered for many dimensions. The DSS provides an
Explanation window as a way of checking what dimensions are used.

I~ In addition to viewing the dimension line, use the Explanation win-
dow to verify that dimensions are filtered correctly.
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* PowerPlay - [14xbudgt ppr of 14xbudgt [Explorer)]

E

MTD ACTUAL

933110 GENERAL OF

fi54

i ename Latel..

(7] 0 g

Explain

2

B | | [ |

To view the dimensions in the Explanation window:

9. Right click on the data to select it and open the pop-up menu.

10.  Click on Explain in the pop-up menu.

-~
v

To open the Explanation window from the menu bar, click on
View and then click on Explain from the drop-down menu.

* Explanation

Click on X to close the
Explanation window

11.  Click on the to close the Explanation window.
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You have now successfully drilled down on your expenditures to
find out how much you spent for General Office Supplies in August
2002.

NOTES

The DSS Explorer provides methods for drilling back up to summary

dimension points on rows and columns. The DSS techniques presented in
the following walkthrough will be used throughout this course.

WALKTHROUGH: Drilling Up

SCENARIO

After drilling down to uncover details, you want to review the data at a
more summarized level.

Walkthrough Objectives:

0 Drill up to all accounts.

0 Drill up to all amounts.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]
E| File Edit View |nzert Explore Format Tools Window Help

] == = e N e e A K

BEIE
ET
EREIIMT AT

7| 1405 | | Eusget Tyoe | [ 533110 GENERAL OFFICE SUPPLEES | | Grant vear | 10(Cfostored Bar [depth] P OMIROLLER | [ 0C cost centers |
[ Fv 2002 | [ August | [ i acTUsL |

MTD ACTUAL

533110 GE | OF

B54.21

Row Label

Changes to clustered bar display with depth.

To drill up on rows:

1.

Position the cursor over the row label. Notice the cursor is a plus
sign with an up arrow in the middle.
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%

2. Double click on the label 533110 GENERAL OFFICE SUPPLIES.

The data is now drilled up one level to the sibling accounts of
533110 GENERAL OFFICE SUPPLIES. The summary point 5331
GENERAL ADMINISTRATIVE SUPPLIES is the parent to these
detailed accounts.

* PowerPlay - [14xbudgt_ppr of 14xbudat [Explorer]] mEE
E File Edit Yiew Inset Ezplore Fomat Tools ‘window Help =18

D|S(R| SB[ o] & |w|2|E] s4]]R] [ |08 et hn] e | | ]
£ 14 0s¢ | [ Budget Typs | /5551 GENERAL ADMNGTRATIVE SUPPLEE ] | Grant Year | | 1000 OFFICE OF STATE CONTROLLER | | OSC Cost Carters |
[P 2002 | [ Bugust | [ M0 acTUAL |

MTD ACTUAL
| 533110 GENERAL OF] 654 21
£33120 DATA PROCE 0.00
533150 SECURITY & ¢ 465
£33190 OTHER ADMIF 0.00
5331 GENERAL ADMINE 658.86

Summary Row

533110 GEMERAL OFFICE SUPPLIES

3. Double click on the summary row 5331 GENERAL ADMINISTRA-
TIVE SUPPLIES.

4. Double click on the summary row 533 SUPPLIES.

5. Double click on the summary row EXPENDITURES.

6. Double click on the summary row EXP + ADJ TO CASH.

7. Position the cursor over the summary row ACCOUNTS. Notice the
cursor becomes an arrow. The arrow indicates that this is the high-

est point of this dimension.

The ACCOUNTS dimension has been drilled up to the highest
point.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]

M=l ES
E] File Edit “iew |nsett Esplore Format Tool: Window Help

=181x]
D|D”|EI|§|EQ|0| tl.alllz 2+|E|{}|

@o|ﬂ|ﬁ|ﬁ|lﬂi|lﬂ|l£| I_|ll
= ﬁ}o?l Eiudget Type | ﬁccoums | ﬁram ‘ear | [ 1000 OFFICE OF STATE CONTROLLER | BSC Cost Centers | [Fy 2002 | [ August |
MTD ACTUAL
[ ExP+aDITOCASH | 850,319.62
REV + ADJ TO CASH 268.07
BUDGETARY ACCOUNTS 0.00
Accounts 851,087.99 Column Label
EXP + ADJ TO CASH

To drill up on columns:

8. Position the cursor over the label column. Notice the cursor is a plus
sign with an up arrow in the middle.

9. Double-click on the label MTD ACTUAL.

Office of the State Controller

59 NCAS Training.3



IA: DSS-01

Accessing and Viewing DSS Data
DSS-Basics
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* PowerPlay - [14zbudgt.ppr of 14xbudgt [Explorer]] M= E
E] File Edit View |ngert Ewplore Fomat Tool: ‘window Help _|5|5|

DS SR o] &« |E@ &|kR| (& o8 ||| ) bl

£F| 140sc | Budget Type | ﬁccoums | ﬁram ear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Certers | [ Fv 2002 | [ August |

¥TD MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt | Unexp Auth Amt
EMCUMBRANC ACTUAL

EXP + ADJ TO CASH 1208,310.05 | 85081992 | 185923341 | 1,850,23341 | (1,850,233.11) | (1,880,233.11)

)
Y| (38609.52)
(2,560,000.00) | 2,560,000.00
Accounts 1,208,810.95 851,087.00 | 1,807,842.63 | 1,807,842.63 | (4,457,842.63)

REY + ADJ T CASH 0.00 268.07 38,608.52 38,609.52 (38,609.52
BUDGETARY ACCOUNTS 0.00 0.0 0.0 0.0o

662,157.37

]

Far Help, press F1.

You have now successfully drilled back up to the summary level of the
OSC'’s budget accounts and measures data.

The Measures Dimension

As mentioned previously, the Measures dimensions are different. They
represent quantities as well as categories. In Explorer Mode, the individ-
ual Measures are also the only dimensions which can be deleted or
moved, as the following Walkthroughs demonstrate.

WALKTHROUGH: The MEASURES Dimension

SCENARIO

You are the budget officer at the OSC and want to modify this current
report for your purposes. You want to remove the Unexp Cert Amt

from the report. You also want the Unexp Auth Amt moved to the right
side of YTD FISCAL ACTUAL.

Walkthrough Objectives:
O Delete Unexp Cert Amt column.

a Move the Unexp Auth Amt column to the immediate right of the YTD
AUTH BUDGET column.
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The MEASURES dimension does not function as the other dimensions
on the dimension line. One special attribute of the MEASURES dimen-
sion is that the detail points can be deleted or moved in Explorer. No

other dimensions can be deleted or moved in the Explorer mode of the
DSS.

1. Click on the column label Unexp Cert Amt to select the column.
The column is selected for deletion.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] mEIER
E File Edit “iew Inset Explore Format Tools ‘window Help == x|

DlS|RIS(R] 0| & ]w|EE] okR

[ 18] ] b |

£#| 140sC | Eudget Type | ﬁccounts | ﬁram vear | [ 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Certers | | Fy 2002 | [ August |
YTD MTDACTUAL | QTDACTUAL YTD FISCAL Bl Unexp Auth Amt
ENCUMBRANC ACTUAL
EXP + ADJ TO GASH 1,208,810.95 B50910.92 | 185033311 | 184823111 {1,849,23311)
REV + ADJ TO GASH 0.00 288.07 38,608.52 38,608.52 (38,609.52)
BUDGETARY ACCOLUNTS 0.00 0.00 0.00 0.00 60,000.00) RN
Accounts 1,208,810.95 851,087.99 | 1,897,842.63  1,897,842.63 662,157.37
] D
Unexp Cert dmt

2. Press the key.

4 Delete can also be accomplished by right clicking and choos-
ing Delete from the pop-up menu and then clicking on Cate-
gories.

Delete can be accomplished by clicking on the menu bar,

clicking on Edit, clicking on Delete, and then clicking on Cat-
egories.

The measure Unexp Cert Amt has been deleted from the report.
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* PowerPlay - [14xbudgt ppr of 14xbudgt [Explorer)] |81 %]
E File Edit View |Inzett Ewplore Format Tools Window Help -|ﬁ'|5|

=S e N < TR S R i e I T T A P P
| 1405 | Eudget Type | ﬁccoums | Eram ‘fear | | 1000 OFFICE OF STATE CONTROLLER | Bsc Cost Certers || Fr 2002 | [ Auoust |

YTD AUTH YTD MTD ACTUAL QTD ACTUAL YTD FISCAL
EUDW =HCUMBRANG ACTUAL
EXP + ADJ TO CASH / 0.00 1,208,81085 860,819.92 1,869,233.11 1,899,233.11
REY + ADJ TO CASH 0.00 0.00 268.07 38,609.52 3860952
BUDGETARY ACCMINTS 2 560,000.00 0.00 0.oo 0.00 oo
Accounts / 2,560,000.00 1,208,810.95 851,087.99 1,897,842.63 1,897,842.63 662,157.37
Heavy line indicates
“drop zone”
[ I
Unexp Auth Amt
3. Click on the column label Unexp Auth Amt to select the column.

4. Click again on Unexp Auth Amt and hold down the left mouse but-
ton.

5. Drag the Unexp Auth Amt column to the immediate right of the
YTD AUTH BUDGET column. The heavy black line indicates the
position where the column will be placed. After the heavy black line
is in the proper position, release the left mouse button.
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* PowerPlay - [14xbudgt ppr of 14xbudgt [Explorer]] |8 %]
E] File Edit “iew Insett Esplore Fomat Tools Window Help - |E|5|

LS| H|S|Bo| e|kE o&R

[0 |8 | ] e 1] x|

£ | 140aC | Eudget Type | ﬁccoums | Bram Year || 1000 CFFICE OF STATE CONTROLLER: | Bsc Cost Centers | [ Fv 2002 | [ Auguet |
YTDAUTH | Unexp Auth Amt YD MTD ACTUAL | GTDACTUAL | YTD FISCAL
BUDGET ENCUMBRANC ACTUAL
EXP + ADJ TO CASH 000 (1869,233.11) | 1,208,81098 BE0S10.92 | 1,880,23111 | 1,869,233.11
REY + ADJ TO CASH 0.00 (38,609.52) 0.00 268.07 38,609.52 38,600.52
BUDGETARY ACCOUNTS | 2,560,000.00 | 2,560,000.00 0.00 0.00 0.00 0.00
Accounts 2,560,000.00 662,157.37 |  1,208,810.95 851,087.99 |  1,807,842.63 |  1,897,842.63
] D]
YD FISCAL ACTUAL

This activity is designed to provide practice in drilling down in Explorer.
The following scenario establishes a situation similar to one that employ-
ees might encounter in the workplace.

ACTIVITY: Drilling Down

SCENARIO

You are a manager at the OSC and want to review only your detailed
month to date actual expenditures only for 532821 COMPUTER/DATA
PROCESS SVC for the month of August (isolate the MTD ACTUAL) for
Budget Code 14160. You have already opened the DSS Budget Code
Control Report and filtered the data for the correct fiscal year. Now you
are ready to filter for the month of August, Budget Code 14160 and to
drill down to uncover an expenditure account detail.

Office of the State Controller 63 NCAS Training.3



IA: DSS-01
DSS-Basics

Accessing and Viewing DSS Data

NOTES

Activity Objectives:
a Filter for the Budget Code 14160.
a Isolate account 532821.

0 Isolate MTD ACTUAL.

For assistance with this activity, refer to the Sample Solution and the
Steps for Completing the Exercise on Drilling Down on the following
pages or ask the instructors for help.

Sample Solution for the Activity on Drilling Down

* PoweiPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] mEE
E File Edit “iew Inset Epplore Fomat Tools 'Window Help _|ﬁl ﬂ

D|s|RI SB[ o] [ w|e|@] | |R] [ o] b ] 1] || ]|

£ | 1108C Gudget Type | [ 532621 COMPUTERDATA PROCESS SVC | Erarﬁ ear | 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 |

TO ACTUAL

5%2821 COMPUTERIDATA PW 280171 42 \ MTD
ACTUAL
Fiscal Year
Month of 2002
Account August
532821

For Help, press F1.

Steps for Completing the Activity on Drilling Down:

To filter for Budget Code 14160:

1.

2.

Position the cursor over 1000 OFFICE OF STATE CONTROLLER.
Click on 14160 OSC-GENERAL.
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To drill down to isolate the row label 532821 COMPUTER/DATA
PROCESS SVC:

3. Double click on the row labeled EXP + ADJ TO CASH.
4. Double click on the row labeled EXPENDITURES.
5. Double click on the row labeled 532 PURCHASED SERVICES.

6. Double click on the row labeled 5328 COMMUNICATIONS AND
DATA PROCES.

7. Double click on the row labeled 532821 COMPUTER/DATA PRO-
CESS SVC.

To isolate the column data:

8. Double click on the column label MTD ACTUAL.

Changing Dimensions

Any dimension from the dimension line can be used as a row or column.
Changing row and column dimensions changes the focus of the data pre-
sentation to emphasize other dimensions.

The following walkthrough demonstrates how to change dimensions in
rows and columns.

WALKTHROUGH: Changing Dimensions in Rows
and Columns

SCENARIO

You are a manager at the OSC, the Office of the State Controller, com-
pany 14XX. You have been asked to submit a budget for Computer/
Data Processing Services for the next fiscal year. In order to plan an
office supplies budget, you decide to use the DSS to review your
expenditures and detailed accounts.

You want to see the expenditures for account 532821 COMPUTER/
DATA PROCESS SVC for all budget codes and for all months in fiscal
year 2002. You decide that changing the dimensions in the rows and
columns will give you the data you need.

NOTES
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NOTES Walkthrough Objectives:

Change columns to months.

a Change rows to Budget Codes.
0 Remain filtered for account 532821.
0 Remain filtered for MTD ACTUAL.

To change the dimensions in the columns to months:

1. Click and hold August (Fiscal Period dimension) on the dimen-
sion line and drag it to the column label.

The DSS displays the data for August. By drilling up, you can
obtain data for all months.

' PowerPlay - [14xbudat ppr of 14xbudgt [Explorer]] mEE
E] File Edit “iew Ingert Explore Fomat Tool: Window Help _|ﬁ| 1'

D|&(ESIR o] &elm@)] - |2 [ o]0 b o 1] s]|
£#| 14 0sc | Eudget Type | [ 532621 COMPUTER/DATA PROCESS SvC | Erarﬂ Year || 14160 OSC-GENERAL | Bsc Cost Certers | [ Fv 2002 |

Column/ Detail
Point

August

532821 COMPUTERIDATA PROCESS SWC 250,1?1.!5

For Help, press F1.

r— Notice that the data is still drilled down to/filtered for MTD
ACTUAL.

2. Double click on the summary column labeled August to return the
column headings to all months as shown in the following screen.
Notice that the cursor becomes a plus sign with an up arrow in the
middle.
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The DSS displays the data with the months as columns and August NOTES
is replaced by Fiscal Period in the dimension line.

Efile Edit ‘iew Ingert Ewplore Format Toole Window Help

D|S|=IS(R[o] &]e|=D] =|#|R] [ o] ]| )|
£ | 1408 | E;udget Type | [ 532821 COMPUTERDATA PROCESS SVC | Bram vear || 14160 OSC-GENERAL | Bsc Cost Centers | [ Fv 2002 |

Fizcal Period | | MTD ACTUAL I

=8l

October Hovember December January F | Fiscal Period

B
532821 COMPUTER/DATA PROM 0.00 0.00 0.00 0.oo (& 492,650.63

August becomes

Row Label Fiscal Period

Data Scroll Bar

Kl J o
July

r— You will notice that the data is still filtered for account 532821

COMPUTER/DATA PROCESS SVC.

The data scroll bar can be used to view the columns for other months.

To change the row dimensions to OSC BUDGET CODES/FUNDS:

3. Click and hold 14160 OSC-GENERAL on the dimension line and
drag it to the row label area.
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NOTES

Notice that the data is still filtered for amount 532821 COMPUTER/
DATA PROCESS SVC.

* PowerPlay - [14zbudgt.ppr of 14xbudgt [Explorer]] =] ]

E File Edt “iew Insett Esplore Format Tools Window Help

D[S|ES|R[ | & |wlE|@] = |#|R] 6 o]0 b s ] | ]|

£ | 140s¢C | Budget Type | [ 5326821 COMPUTERIDATA PROCESS SWC | Eram ‘ear | [ 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 |

Fizcal Period I MTD ACTUAL I

=17

Octt‘aer Movember Decemhber January F | Fiscal Period
B

1000 OFFICE OF STATE CONTROLLER \ n.00 n.oo n.00 0.00 | B 492 650.63

14160 OSC-GENERAL \ 0.00 0.00 0.00 0.00 |# 492,650.63

Summary Row

Detailed Account

L&

For Help, press F1.

The DSS places the dimension dragged from the dimension line (BUD-

GET CODE 14160) as the summary row and the detail points (FUND
1000 and FUND 1900) as the rows.

To drill up to all budget codes:

4. Double-click on the summary row labeled 14160 OSC GENERAL.
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The DSS displays the Budget Codes as rows and 14160 OSC- NOTES
GENERAL is replaced by Budget Codes/Funds on the Dimension
Line. The data is filtered for fiscal year and account.

* PowerPlay - [14xbudgt.ppi of 14xbudgt [Ezxplorer]] =] %]
Efile Edit “iew |Insett Epplore Fomat Tool: Window Help

=181 x|
D|z(B[S(R] o] & el iR [E o]0 ] oo ]|
& ﬁ:m?l Eudget Type | [ 532821 COMPUTERDATA, PROCESS SVC | Eram Vear | Guuga CadesiFunds | BSC Cost Centers | [ Fy 2002 |
[ Fiseal Period | (W7D ACTUAL |
Cctoher Mavermber December January F | Fiscal Period
g
14160 OSC-GEMERAL 0.00 0.00 0.00 0.00 |1 492,650.62
24160 OSC-SPECIAL 0.00 0.00 0.00 0.00 |1 0.00
Budget Codes/Funds 0.00 0.00 0.00 0.00 | 492,650.63
4] ]| 0
24160 DSCSPECIAL

WALKTHROUGH: Renaming a Dimension Label

SCENARIO

You are responsible for special projects at the OSC (Agency 14). You
have decided to use this Explorer report to review Budget Code 24160
each month, and to rename the Budget Code “Special Projects.”

Walkthrough Objective:

d Rename Budget Code 24160 OSC-SPECIAL to “Special
Projects”.

To rename a dimension label:

1. Click on the row label 24160 OSC-SPECIAL to select it.

2. Right click the mouse and a pop-up menu will appear.
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* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] _|& )=

E]E\Ie Edit Miew |nsert Egplore Format Tools Window Help =131 x|
0| |E| SR o] ] |E@)] 2|8 || [ o 0] ba ] o] e 3]

£ |1405¢C Budget Type | | 532821 COMPUTERDATA PROCESS SWC | Erant Vear | Budga CodesiFunds | Bsc Cost Certers | [ Fy 2002 |

Fiscal Period I MTD ACTUAL I
Drtober Miwernber Decermber January F | Fiscal Period
e
14160 O3C-GENERAL 0.00 0.00 0.00 0.00 & 492 BA0.63
I 0.00 0.00
Display Options...
Budget CodesFunds Fameh Cefimmits 492,650.63
Rename Label...
il g
Drill D own
Crozstab Lapout 4
Delete 3
Explain
4] | IO
Renames the selected label
3. Click on Rename Label on the pop-up menu.
s You can also select the Rename Label dialog box by press-
ing the key.

014

The menu bar may be utilized to select the Rename Label
dialog box by clicking Edit on the menu bar and then click-
ing Rename Label from the drop-down menu.

A Rename Label dialog box appears.

Hename Label

MNew cateqary label: 0k,

24160 05

Cancel

Bezet

]

\

Type new name
here

4. Type Special Projects in the Rename Label box.

5. Click on the OK button.
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* PowerPlay - [14xbudgt ppr of 14xbudgt [Explorer]] _ 2] %
E] File Edt Miew Inset Explore Fomat Tools ‘Window Help == ]

D 2| =SR] & [w[E(E)] 2] [ o] 28] na|na] i le] ] ]|

£ | 1405¢ | Eudget Type | [ 532621 COMPUTER/DATA PROCESS SV | Eram Year | Budget CodesFunds | Bsc Cost Certers | [ Py 2002 |

Fizcal Period I MTD ACTIAL I
QOctober Movernber December Januany F | Fiscal Period
2

14160 OSC-GENERAL 0.00 0.0a 0.00 0.00 |8 492 650.63

Special Projects 0.0 0.00 n.ao 0.00 & 0.00
Budget Codes/Fun 0.00 0.00 0.00 0.00 2 492,650.63

Renamed Row
Label

<] | IO

Far Help, press F1.

WALKTHROUGH: Identifying a Renamed Dimension
Label

SCENARIO

It has been some time since you created the Special Projects row.
Use the Explanation window to identify the original dimension label.

Walkthrough Objective:

d Identify a renamed row.

To show the explanation of the Special Projects row:
1. Click on the row label Special Projects to select it.

2. Right click the mouse and a pop-up menu will appear.
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NOTES

* PowerPlay - [14xbudgt. ppr of 14xbudgt [Explorer]]

Qctober Movernber December January F | Fiscal Period

e
14160 O5C-GENERAL 0.00 0.00 0.00 0.00 |8 492 650,63
Special Projects 0.00 0.00 0.00 0.00 (& 0.00
Budget CodesFunds 0.00 0.00 0.00 0.00 = 492,650.63

- |

3. Click on Explain.

The original name appears in the Explanation window.

* Explanation

Original Name

4. Click on the |2l to close the Explanation window.
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WALKTHROUGH: Resetting a Dimension Label NOTES

SCENARIO

You have decided that the row label Special Projects should be reset
to the original name.

Walkthrough Objective:

O Reset dimension label Special Projects to the original name.

To reset a dimension label:
1. Click on the row label Special Projects to select it.

2. Press the key to open the Rename Label dialog box.

Rename Label

Mew category label: 0k

Cancel

Reset Button —— @ Rezet

il

3. Click on the Reset button. The database dimension label appears in
the NEwW CATEGORY LABEL: box.

r— The Reset button changes the label to the original database
name independent of the number of times the label has been
renamed.

L1

The Reset button used in conjunction with the Cancel button
can also be used in place of the Explanation window to iden-
tify a renamed dimension label.

4. Click on the OK button.
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The dimension title is reset to the original dimension title.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] _ 8] =
E File Edit “iew |nzet Ewplore Fomat Tools Window Help

DSB8 e &]|BE| o|K]R

-8 x|
[ 8 a1 o e ]
£ 1905 Budget Tyne | [ 532621 COMPUTERDATA PROCESS SVC | Eram Year | Budget CodesiFunds | Bsc Cost Centers | [ Fy 2002 |
Cetoher Movember December January | F | Fiscal Periog
B
14160 DSC-GEMERAL 0.00 0.00 0.00 0.00 |1 492 660.63
0.00 0.00 0.00 | H
Budget CodesFunds 0.00 0.00 0.00 0.00 % 492,650.63
Dimension Reset
<] | ]
24160 OSC-SPECIAL

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]

E File Edit “iew |nzett Ewplore Fomat Tools Window Help

0 D”|E||§|Eh|n £|.a| IE| ;¢|E {;‘|

-l x|
1 ©| 8 ] 3] [ e i |
£ 1405c] ﬁjudget Type | [ 532821 COMPUTERDATA PROCESS SVC | Bram vear | Budget CodesFunds | Esc Cost Centers | [ Fy 2002 |
(ctober Movernher December January F scal Period
B
14160 0SC-GEMERAL 0.00 0.00 0.00 0.00 & 432 650,63
0.00 0.00 0.00 0.00 & 0.00
Budget CodesFunds 0.00 0.00 0.00 0.00 |iE 492,650.63
Click on the X to
exit DSS
| ] 0
24150 O5C-SPECIAL
.
To exit Explorer without saving the report:
5.

Click on the upper right [l
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PowerPlay |
& Save changes to 14=budgt. ppr?
Ha | Cancel |
6. Click on No in the Save changes pop-up window.

The DSS displays the Agency Management Analysis Select menu
screen.

[E3 NCAS Desktop

14X-0Office of the State Controller

VIEWS REPORTS

GL Budget Code Control v| | =

Last Modified 2000-01-145 03:22:08.0

Launch E=it
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NOTES SUMMARY

This section of the handbook utilized walkthroughs to demonstrate the
DSS Explorer tool and related techniques. These DSS steps enable users
to retrieve data in a summarized form and filter it to obtain meaningful
information by:

* Opening a DSS Explorer Report by selecting an appropriate report
and database.

+ Filtering data for fiscal year, month, and budget code.

* Drilling down on a dimension summary point to uncover more
detailed information.

*  Drilling up from details to dimension summary points.

* Isolating a row or column data to eliminate extraneous information.
* Changing dimensions in rows and columns.

* Using the Explanation window to review filtered dimensions.

* Deleting or moving the MEASURES dimension.

* Renaming a dimension label.

* Identifying renamed dimensions.
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DSS-Basics
Adding Layers
Accessing Nesting
NCAS & th . -
DSS Overvi:w & Viewing Dimensions

DSS Data (Explorer Mode)

Creating Modifying Formatting,

Custom Custom Reports Printing

Reports (Reporter and_

(Reporter Mode) Mode) Exporting
Overview

Users often want to keep Accounts and MEASURES respectively for rows
and columns when they look at data for various budget codes or cost cen-

ters. One way to do that is to add layers to a report. Layers are like displaying

the pages of a financial report where each page shows the data for a differ-
ent month, year, budget code, cost center, or other layer dimension.

Adding Layers

The following walkthrough demonstrates how to create a layer for each
month:

WALKTHROUGH: Adding Layers

SCENARIO

Your supervisor at the OSC has asked you to show the operating
statement accounts for the OSC General Budget code for each month
of the fiscal year.

You decide to use the Budget Code Control Report to create layers for
the months.

Walkthrough Objectives:
a Filter for the current Fiscal Year.
O  Filter for Budget Code 14160.

O  Add months (Fiscal Period) as layers.

1. Open the Budget Code Control report. (If necessary, refer to Proce-
dure 1: Opening a DSS Report in Explorer.)
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =] x|
E‘| File Edit “iew |nsert Explore Fomat Tool: ‘Window Help

=151 x|
|| &[S o] &[w|EE] 2 || [ o] n|na] ]l b ]|
£ | 140sc | Budget Type | Rccnun{s | Eran{ “ear | |[14160 OSC-GENERAL | Bsc Cost Centers | [ F¥ 2002 |Fisca| Perind | mEASURES ||
YD CERT YTD AUTH ¥TD MTD ACTUIAL QTD ACTUAL YTOFISCAL Unexp Cert Amt
BUDGET BUDGET EMCLIMBRANC ACTUAL
EXP +ADJTO C 0.00 000 | 359334005 | 1,859,233.11 472687941 | 472627941 | (4,726,879.41)
REV +ADJTOC 0.o0 0.00 0.a0 38,609.52 115,560.449 115,560.49 (115860459
BUDGETARY & | (5,400,000.00) | §,400,000.00 0.00 0.00 0.00 0.00 | (5,400,000.00)
Accounts {6,400,000.00) 6,400,000.00 3,593,340.05 1,897,842.63 4,842,439.90 4,842,439.90 | (11,242,439.90)
ETN| o
Faor Help, press F1.
To filter for the fiscal year:
2. Position the cursor over Fiscal Year on the dimension line.
3. Click on 2002 from the dimension list.
* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 8] %]
E File Edit “iew Insert Explore Format Tool: Window Help _|5|1|

D|S|EISR[ | & |w|2]@] 2|2 [ e 6] e o] | 1] b ]|

= ﬁio?l Eiudget Type | ﬁccoums | ﬁram Wear | Eiudget CodesFunds | Bsc Cost Centers | [ Fy 2002 | Fiscal Perind | mEASURES ||
¥TO GERT ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET | ENCUMBRAMNC ACTUAL

EXP + ADJTO € 0.an 000 | 370134645 | 196588819 494018057 | 4,840,180.57 | (4,940,180.57)
REV + ADJTO ( 0.an 0.an 0.00 339,696.60 717,734.65 TIT73465 | (717,734.65)
BUDGETARY &| (5,400,000.00) | 5,400,000.00 0.00 0.00 0.an 0.00 | (6,400,000.00)
Accounts (6,400,000.00) | 6,400,000.00 | 3,701,346.45 | 2,305584.79 | 5657,924.22 |  5,657,924.22 |{12,057,924.22)
EI| ]

For Help, press F1.
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Because months will be used for layers, the data is not filtered for the
month.

To filter for the budget code:

4, Position the cursor over Budget Codes/Funds on the dimension
line.

5. Click on 14160 OSC-GENERAL to select it from the dimension list.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =] x|
‘G Fle Edit View Inset Explore Format Tooks Window Help == x|
S(R|SB|Ro | & |]E] 2|2 [ o] | ] ] | 1]
P4 OSC | | Busiget Type | ﬁccoums | Eran{ vear | 14160 050 GENERAL BSC Cost Centers | [ Fv 2002 |Fisca| Period | mEASURES ||
YD CERT YTD AUTH ¥TD MTD ACTUAL QTD ACTUAL YTD FISCAL Unexp Cert Amt
BUDGET BUDGET EMCLUMBRANC ACTUAL
EXP + ADNTO C 0.0 0.0 3,593,34005 1,859,233.11 4.726,879.41 472687941 | (4,726,879.41)
REY + ADW 4 0.0o 0.0o 0.0o 38,609.52 114,560.49 114,560.49 (115,560.49)
BUDGETARY A\ (5A00,000.00)  6,400,000.00 0.00 0.00 0.00 0.00 | (8,400,000.00)
Accounts \6,400,000.00} 6,400,000.00 3.593.340.05 1.897.842.63 4,842.439.90 4,842.439.90 | (11,242,439.90)
AY
Layer Target
LT ™

For Help, press F1.

To add months as layers:

6. Click and hold Fiscal Period on the dimension line and drag it to
the layer target in the upper left of the screen.

Just as any dimension can be a row or column, any dimension can be
used as a layer.
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NOTES

* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Explorer]]

Efile Edt View Inzert Explore Format Tools ‘Window Help

EEIE
=17 x|

DIS|ES&| -] & ]e|BE@] okR]

[ 9 1 e ]|

| 14 0sC | Eiudget Type | ﬁccoums | ﬁram vear | | 14160 OSC-GENERAL | BSC Cost Centers | [ F 2002 | F\iscal Feriod | mEASURES | |

July Laver 1af14 =
k YTD CERT YTD AUTH YTD MTD ACTUAL QTDACTUAL YTDF| Unexp © mt
BUDGET BUDGET EMNCUMBRANC AL

EXP+ADJTN C 0.00 0.00| 117571845 100841319 1,008,413, 1,008,413.18 008,413.19)
REY + ADJTO o.0o 0.0 0.00 38,341.45 7i41.45 (38,341 .45)
BUDGETARY A\ (1,280,000.00) | 1,280,000.00 0.00 0.00 0.00 0.00 | {1,280,000.00)
Accounts \Q,ZB0,000.00} 1,280,000.00 1,175,718.15 1,046, .64 1,046,754.64 /1,/046,?54.64 (2,326,754.64)

\ /

Layer Label Number of Up and Down
layers arrows
K|

Far Help, press F1.

In Explorer, the summary layer will always be the last layer.

To scroll up and down through the layers:

7.

Scroll down to September by clicking on the down arrow on the

right side of the layer label area which has been displayed along
the top of the workspace.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer)] _|&2] x|
E] File Edit Wiew |nsert Epplore Fomat Tools Window Help

=18l x|

DS B|E8R o | & ]e|B@| ok]R]

EEIETAMEE AT

£ 1408¢] Budget Tipe | mccounts | ﬁrant ‘ear | || 14160 OSC-GENERAL | ﬁsc Cost Centers | [ Fv 2002 | mscal Period | mEASURES | |
September Layer3of1d4 =
¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL | GTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET | ENCUMBRANC ACTUAL
EXP +ADJTO C 0.00 000 1,20881085 000| 1,85823311| 1,869,23311 | {1,868,233.11)
REW + ADJ TO 0.00 0.00 0.00 0.00 38,608.52 38,608.52 {38,609.52)
BUDGETARY &| (2,560,000.00) 2,560,000.00 0.00 0.00 0.00 0.00 | (2,560,000.00)
Accounts (2,560,000.00) |  2,560,000.00 |  1,208,810.95 000 1897,842.63 | 1,897,842.63 | (4,457,842.63)
EIN| i
FarHelp, prass F1.
]
8. Scroll up to the first layer July by clicking on the up arrow.
* PowerPlay - [14xbudgt.ppr of 14xbudgt (Explorer)] =] x]
E] File Edit Miew Insert Ewplore Format Tools Window Help ==

D|D”|EI|§|EG1|0| £|¢||IE| ;+|E|{}|

EREETM AP

£#|14.05C | Gudget Type | ﬁccoums | Brant vear | || 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 | Fiscal Ferind | mEASURES | |
July Layer 1 of 14 —'
¥TD CERT ¥TD AUTH ¥TD MTDACTUAL | GTDACTUAL | YTDEWEAL | Unexp CertAmt
BUDGET BUDGET | ENCUMBRANC TUAL
EXP +ADJTOC 0.00 000| 117571815 100841313 1,008,413 1,008,41318 | (1,008,413.10)
REV + ADJTO ( 0.00 0.00 0.00 38,341.45 241.45 38,341.45 (38,341 45)
BUDGETARY A41| (1,280,000.000 | 1,280,000.00 0.00 0on 0.00 0,00 | {1,280,000.00)
Accounts {1,280,000.00) | 1,280,000.00 | 1,175718.15 | 1,04625064  1,046,754.64 | 1,046,754.64  (2,326,754.64)
Double click
on Layer
ETM| =
Far Help, press F1.
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To go to the summary layer using the Go to Layer dialog box:

9. Double click on the word Layer or any part of the layer except the
text of the layer label.
Go to Layer |
Layer narne:
.-'f-.ugust C I
September il
October
Mowermber
December ;I
Layer
Layer number; |1 - Number

10.  Scroll through the layers in the Go to Layer dialog box.

11.  Click on Fiscal Period to select it from the Go to Layer dialog box.
Notice that the number of the selected layer is displayed in the Go
to Layer dialog box.

12.  Click on the OK button.

The DSS displays the summary layer, which is the last layer. Notice
that the layer label and layer number have changed.

E File Edt “ew Inset Egplore Fomat Tool: Window Help

=& %]

D H|S|E| o] & w|E ] 282

[ o[ ] | ] e ]|

= m Gudgei Type | ﬁccuurﬂs | Erarﬂ ear | 14160 O5C-GENERAL BSC Cost Centers | [ Fy 2002 | Fisca| Period | mEASURES ||
Fiscal Period Layer 14 of 14 =
¥TD CERT ¥TD AUTH ¥TD MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET EMCUMBRANC ACTUAL
EXP + ADJ TO C 0.00 0.00 | 3,593340.05 | 1,858,23311 | 472687941 | 472EETOHM | (4726879.41)
REV +ADJ TO € 0.00 0.00 0.00 38,609.52 115,560.49 115560.49 | (115,560.49)
BUDGETARY Ar| (6,400,000.00) §,400,000.00 0.an 0.an 0.oo 0.00 | (640000000
Accounts (6,400,000.00) |  6,400,000.00 | 3,503,340.05 | 1,807,84263  4,84243000  4,842,430.00  (11,242,439.00)
| |}
For Help, press F1.
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You have now successfully opened the Budget Code Control Report, fil-
tered the data for fiscal year 2002 and budget code 14160 OSC-GEN-
ERAL, added months as layers, and viewed the data for more than one
layer. Next we will learn how to drill down on a layer dimension.

Similar to dimensions in rows and columns, dimensions in layers can also
be drilled to uncover details.

Drilling on Layers

The following walkthrough demonstrates how to drill up and down on lay-
ers, using the dimension Budget Codes/Funds as the layer dimension.

WALKTHROUGH: Drilling on Layers

SCENARIO

Your supervisor now wants you to show the July operating statement
accounts for each budget code for fiscal year 2002.

Walkthrough Objectives:

O  Unfilter Budget Codes.

O  Filter for the month of July.

O  Replace layers with Budget Codes.
— Drill down on the Budget Codes.
— Drill up on the Budget Codes.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] = RS
E File Edit “iew Insert Explore Fomat Tools ‘wWindow Help _|ﬁl 5'

D|ES| H|S|R| <] & |«|E & kR

[0 [ 5] a3 e b ]|

[ 14 0sc | | Budgst Typs | | Accounts | | Grant vear | [[14150 05 GENERAL ] | OSC Cost Conters | [ F 2002 | | Fiscel Period | | MEASLRES ||
Fizcal Period Layer 14 0f14
¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET ENCUMBRANC ACTUAL
EXP +ADJTO € 0.00 0.00 | 3583340.05 | 1,85033311 | 4726879.41 |  47IEETA4 | (4,726879.41)
REWY + ADJ TO ( 0.00 0.00 0.00 38,600 52 115,560.48 11556048 | (115560.40)
BUDGETARY &| (6,400,000.00) |  6,400,000.00 0.00 0,00 0.00 0.00 | (§,400,000.00)
Accounts (6,400,000.00) | 6,400,000.00 |  3,503,340.05 | 1,807,842.63 |  4,842,430.00 |  4,842,439.00 | (11,242,439.90)
1| v

For Help, press F1.

NOTES
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NOTES To unfilter for budget code:
1. Position the cursor over 14160 OSC-GENERAL on the dimension
line.
E‘| File Edit “iew |nsett Explore Fomat Took ‘Window Help

-lslx|
D[R]0 & [w|E]E] oalR] [0 o]0t x]:: ]

7| 14.05¢ | [ Budget Type | | Accounts | [ Grant vear | (714160 O5C-GENERAL ] | OSC Cost Certers || Fy 2002 | [ Fiscal Period | [ MEASURES | |

Fiscal Period Layer 14 of1d4 =
YTD CERT YTD AUTH U e L HE AL TDACTUAL | YTDFISCAL | Unexp Cenamt
BUDGET BUDGET 1000 OFFICE OF STATE COMTROLLER ACTUAL
EXP +ADJTO € 0.00 000 3,583,34005 | 1,850,23301 | 472687941 472667941 | (4,726,879.41)
REV+ADJTOC 0.00 0.00 0.00 36,609.52 115,560 49 11556049 | (115,560.49)
BUDGETARY A| (5,400,000.00) |  6,400,000.00 0.00 0.00 0.00 000 | (5,400,000.00)
Accounts (6,400,000.00) | 6,400,000.00  3,593,310.05 | 1897,842.63 | 484243090 |  4,842,439.90 | (11,242,439.90)

[T T oI
For Help, press F1.

2. Click on Budget Codes/Funds to select it from the dimension list.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =] x|
E] File Edit “iew |nsert Egplore Format Tools ‘Window Help

EY
S SR o] t]w|el@] |2 [ o] bzl ] G|
4 05C | Budget Type | ﬁccoums | Bram vvear | (14160 OC-GENERAL | Bsc Cost Centers | [ Fy 2002 | Fiscal Perind | mEASURES ||
Fisc‘rﬁ‘ﬂariod Laver14of 14 =
\ YTD CERT YTD AUTH YTD MTD ACTUAL QTD ACTUAL YTD FISCAL Unexp Cert Amt
BUDGET BUDGET UMBRANC ACTUAL
EXP + ADJTO 0.00 0.00 3,89 1,849,233.11 4.726,879.41 472687941 | (4726879.41)
REY + ADJTO n.oa 0.00 38,609.52 115,560.49 115,560.49 (115560.49)
BUDGETARY &| (6,400,080.00) |  6,400,000.00 0.00 0.00 0.00 | (6,400,000.00)
Accounts {6,400,000N 6,400,000.00 3,593,340.05 1,39?,3}}63\ 4,842,439.90 4,842,439.90 | (11,242,439.90)
Layer Target Layer Label
area
EI| 2
Faor Help, press F1.
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To replace Fiscal Period with Budget Codes/Funds as the dimension
layers:

3. Click and hold Budget Codes/Funds on the dimension line and
drag it to the layers label area or the layer target.

Notice that the label and layer numbers change to reflect the new
layer dimension. The last layer is the summary/parent layer and the
remaining layers are details/children.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 2] x|
E‘| File Edit “iew Insert Egsplore Fomat Tools ‘Window Help o |ﬁ'|5|

D[3|RB[S[R[o| & [w|e(@] 2|l | o0k a ] ie] 1] |

| 2| 14 05C | | Budgst Type | [ Accourts | [ Grart vear | | Budget CodesiFunds | [ 05C Cost Centers | [ Fv 2002 | | Fiscal Period | | MEASURES ||

Budget CodesiFunds Laver 3 of 3 —'

YTD T YTD AUTH YTD MTD ACTUAL | QTD ACTUAL YTO FISCAL @RUnexp Cert Amt
BUDGET BUDGET EMCUMBRANC ACTUAL
E¥P +ADJTOC (ali] 0.oo 3,701,346.45 1,965,888.19 494018957 49401835 (4,940,189.57)
REY + ADJTO 0. 0.00 0.00 339 696,60 T17, 73465 T17.734, (717,734 .65)
BUDGETARY Ar| (6,400,000.00 £,400,000.00 0.00 0.00 0.00 0.0 | (5,400,000.00%
Accounts {6,400,000.00}\ 6,400,000.00 3,701,346.45 2,305,584.79 5,657,924,22 5,65?,924#2 (12,057,924.22)
Layer Number
Layer Label y
T o

For Help, press F1.

To filter for the month:

4. Position the cursor over Fiscal Period on the dimension line.

5. Click on July.

To view the structure of the Budget Codes/Funds dimension on the
dimension line:

6. Position the cursor over Budget Codes/Funds dimension on the
dimension line to open the dimension list.

NOTES
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NOTES

Bucget Codes/Funds I EJE

T 14160 OSC-GENERAL [
24180 OSC-SPECIAL

TTTT MTTT a1

r— Notice the structure of the Budget Codes/Funds dimension
in the dimension list: the Budget Codes/Funds is the sum-
mary/parent layer, with two budget codes listed below it.

r— Drilling down on a budget code will uncover its associated
fund(s).

7. Move the cursor off Budget Codes/Funds dimension on the
dimension line to close the dimension list.

To go to a different layer:

8. Double click on the word layer in the layer area.
Go to Layer |
Laver narne:

14160 OSC-GEMERAL

2160 OSC-SPECIAL Cancel |

Budget Codes/Fundz

Layer nurber: |1

Layer Number

9. Click on 14160 OSC-GENERAL layer to select it from the Go to
Layer dialog box.

r— Notice that the number of the selected layer is displayed in
the Go fo Layer dialog box.

10. Click on the OK button.
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The DSS displays the 14160 OSC GENERAL layer. NOTES
Notice that the layer label and layer number have changed.

Notice also that when the mouse is positioned over the layer label, it
changes to a plus sign, indicating that it is a summary point.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] ==
E‘| File Edit “iew |nzet Explore Format Todl: ‘Window Help _|ﬁ'|1|

D|2|R|SR o] & |we|2|@] 2R | [ ol ]|l |a]
‘ %[ 14.05c | | Busget Type | | Accounts | | Grart vear | | Budget CogesFunds | | 0S¢ Cost Centers | | Fv 2002 | MEASURES ||

14160 05 MERAL Layer1 of 3 =
l{i YTD CERT YTD AUTH YTD MTD ACTUIAL QTD ACTUAL YTDFISCAL Unexp Cert Amt
BUDGET BUDGET EMCUMBRAMNC ACTUAL
ExP + ADJTOC 0.0o 0.00 1,1748,718.15 1,008,41319 1,008,413.19 1,008,41319 | (1,00841319)
REY + ADJTO ¢ 0.0o 0.00 0.00 38,341.45 38,341 .45 3834145 (38,341 .45,
BUDGETARY A {1,280,000.00) 1,280,000.00 0.00 0.0o 0.00 0.00 | (1,280,000.00)
Accounts {1,23%00.00} 1,280,000.00 1,175,718.15 1,046,754.64 1,046,754.64 1,046,754.64 | (2,326,754.64)
Plus Sign
Cursor
[T I

For Help, press F1.

To drill down on the layer:

11.  Double click on the layer label 14160 OSC-GENERAL.

Office of the State Controller 87 NCAS Training.3



IA: DSS-01 Adding Layers

DSS-Basics
NOTES Notice that the number of layers changes. The data does not
change since this is the summary layer.
| - PowerPlay - [14sbudgtppr of 14sbudgt (Explorer) __________________ EOE
E File Edit Yiew Inset Egxplore Fomat Tools ‘Window Help =& x]

D|S[RIS(R[ o 2 [w|zl@] 22| |5 o0 |a]
| £#| 1405 | | Budget Type | | Accounts | | Grant vear | [[14160 OSC-GENERAL ] | OSC Cost Certers | [ 2002 | [ MERSURES ||

14160 O5C-GENERAL _ Layer2ofz 5
¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | ¥TD FISCA’ Unexp Cert At
BUDGET BUDGET | ENCUMBRANC ACTUAL
EXF + ADJTO C 0.00 000 | 1175718156 | 100841319 | 1,00841318| 1,00841419 | (1,008,413.19)
REV + ADJTO ¢ 0.00 0.00 0.00 38,241 45 39,241.45 28741 .45 (32,241.45)
BUDGETARY A1 (1,280,000.00) | 1,280,000.00 0.00 000 000 0.00 | (1,280,000.00)
Accounts (1,280,000.00) | 1,280,000.00 | 1,175718.15 |  1,046,754.64 |  1,046,754.64 1,0/6,?54.64 (2,326,754.64)

Layer Number

ETM|
For Help, press F1.

Drilling down on a layer uncovers detail below the summary/parent

point. The last layer is the summary/parent layer, and the remaining
layers are children points.

To view the Budget Codes/Funds dimension structure in the dimen-
sion list:

12. Position the cursor over 14160 OSC-GENERAL on the dimension
line to open the dimension list.

ﬁ41 60 OSC-GENER.&L,‘ GSC Cost Centers
1 Budget Code=Funds 3

1 14160 OSC-GEHERAL

Il 1000 OFFICE OF STATE CONTROLLER

Notice that the structure displayed in the filter window shows that
there is only one fund (1000 OFFICE OF THE STATE CONTROL-

LER) below the budget code summary level 14160 OSC - GEN-
ERAL.

13. Move the cursor off 14160 OSC-GENERAL on the dimension line
to close the dimension list.
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To scroll up and down through the layers: NOTES
14.  Scroll down to the next layer by clicking on the down arrow.

15.  Scroll back up to the summary layer 14160 OSC-GENERAL by
clicking on the up arrow.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] 2] x]
E‘| File Edit “iew |nsett Egplore Fomat Tools ‘window Help _|ﬁ'|1|

D|(BISR[<| & |e|@Ee)] 4R |5 o)) |
‘ 27| 13 osc || Budget Type || Accourts | [ Grart vear | [[14760 OSC.GENERAL | | OSC Cost Certers | [[Fv 2002 | MEASURES ||

14160 03C-GEMERAL Layer2 of 2 —‘

Y¥TD CERT YTD AUTH NTD MTD ACTUAL QTD ACTUAL YTD FISCAL Unexp Ceﬂmt
BUDGET BUDGET EMCUMBRAMNC ACTIUAL
EXP + ADJTOC 0.oo 0.0 1178718158 1,008,413149 1,008,413149 1,008,41319 | {(1,043,413.1%
REV +ADJTOC 0.oo 0.0 0.00 38,341.45 38,341.45 38,341.45 (38,341.48)
BUDGETARY A1 (1,280,000.00% 1,280,000.00 0.00 0.00 0.00 0.00/ {1,280,000.00)
Accounts {1,280,000.00) 1,280,000.00 1,175,718.15 1,046,754.64 1,046,754.64 1,046,?54/(4 (2,326,754.64)
Up and Down
arrows
I 0

ForHelp, press F1.

The last layer is always the summary layer in Explorer.

To drill back up to budget codes:

16.  Position the cursor over the summary layer 14160 OSC-GENERAL.
Notice the cursor changes to a plus sign with an up arrow inside of
it. This indicates that by double clicking on the point, you will be drill-
ing up.

17.  Double click on the layer label of summary layer 14160 OSC-GEN-
ERAL.
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NOTES

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] _1=] x|
E File Edit “iew Insert Ezplore Format Tools ‘Window Help ==

D [&SR o | & [w|El@] 2R | [E o] )| ]| |
| £ [ 12.05¢ | | Budget Type | | Accounts | | Grant vewr | | Budget Codesiunds || OSC Cost Certers | [ Fv 2002 | [ vEASURES ||

14160 O3C-GEMERAL

Layer 1 of 3 —'

¥TD CERT YTD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET BUDGET ENCUMBRANC ACTUAL

EXP +ADJTO C 0.00 noo | 117571815 1,00841319| 1,008,41319| 1,00841319 | (1,008413.19)

REW + ADJ TO € 0.00 0.00 0.00 38,341 .45 38,341 .45 38,341.45 (38,341 45)

BUDGETARY A'| (1,280,000.00) | 1,280,000.00 0.00 0.00 0.00 000 | (1,280,000.00)

Accounts (1,280,000.00) | 1,280,000.00 | 1,175,718.15 | 1,046,754.64  1,046,754.64 | 1,046,754.64 | (2,326,754.64)

EIN|

For Help, presz F1.

You have now successfully drilled down and up on the layers of
14160 OSC-GENERAL budget codes.

Swapping Rows, Columns, and Layers

Sometimes a report can be improved by swapping rows, columns, and
layers to change the perspective of the data presentation.

The following walkthrough demonstrates swapping rows, columns, and
layers.
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WALKTHROUGH: Swapping Rows, Columns,
and Layers

CODES to the columns.

SCENARIO

Your manager at the OSC, company 14XX, likes the data in the report
you customized. However, your manager is not satisfied with the way
the data is currently presented. Your manager asks to see the report

with the rows, columns, and layers swapped.

You are going to create different layouts of this report for your manager
to review until one is found that is useful.

The first one will move the BUDGET CODES to the rows and
ACCOUNTS to the layers.

The second one will move the ACCOUNTS to the columns and the
MEASURES to the layers.

The third one will move the ACCOUNTS to the rows and the BUDGET

Walkthrough Objectives:

O  Swap rows and layers.

O Swap columns and layers.

O  Swap rows and columns.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] HEE

ﬁ File Edit VYiew Inzett Eszplore Format Tools “Window Help

NETEY]
g = e N [ s R S Y Rl = R I TP ™ o (PN U

) 2 Lvigac | puqeg e ] oot ] [grentem L] bugget caes o L oge cogcerigre | (ogaa | [ Laeagureg]) . o
N 14160 OSC-GENMERAL

Layer1 of 3 %‘:

-——— \T BUDGET BUDGET
’

ENCUMBRANC

- TDCERT = oo | T Wb T T D ACTRL T aTD Al oAl

TTD TEcAl | Ohexd CerfAmt

ACTUAL
EXP + ADJ TO ¢ ) 000 | 117571815  1,008,41319 | 1,00841218  1,008,41319 | (1,008,413.19)
REV + ADJTOC 0.0n o.0o 38,341.45 38,341.45 3834145 (38,341.48)
BUDGETARY & ¢ 1,260,000.00 .00 000 noo 000 | (1,2680,000.00)
\Accounts (1,280,000.00) |  1,280,000.00 | 1,175718.15 | 1,046.754.64 | 104675464  1,046.754.64 | (2,326.754.64)
~ =
EN|

For Help, press F1.

NOTES
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NOTES To swap rows and layers:

1. Click on Explore on the menu bar.
2. Position the cursor over Swap from the drop-down menu.
3. Click on Rows and Layers from the drop-down menu.

4] Stant ‘§ Inbox - Nets... | @ Exploring - ... @ Exploring - U| T Microsoft 'wi... ”O PowerPla.._ <EJ% N 2= 0357 PM

* PowerPlay - [14xbudgt. ppr of 14xbudgt [Explorer]] NEE
E File Edit “iew |nsert Format  Tools  ‘window Help =1=1x|

sEEIE G B 12 e [ [ | |
[ o5C Cost Conters | [Fv 2002 |mEASUHES ||

LE

= and Layers

= Budget Typ - Suppress Zeros

5 ] L3
Change Display (3
»
»

14180 OSC-GENERAL | 2utamatic Exseplians Layer 2 af 2
Custom Exceptions...
YTD ¢ Reset Dimensians ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp CerAmt
pup S R ENCUMBRANC ACTUAL
EXP +ADJTOC %::k“ 1,476,718.16 | 1,00841319 |  1,008,41318 |  1,008413198 | (1,008,413.19)
REW + ADJ TO ¢ Feor 0.00 38,341 45 38,341.45 38,341 45 (38,341.45)
BUDGETARY A1 (1,280, Show Yaluss As v 0.00 0.00 0.00 000 (1,280,000.00)
Accounts (1,280] COvEISTEREY 1,175,718.15 | 1,046,754.64 |  1,046,754.64 |  1,046,754.64 | (2,326,754.64)
il Thrauaty
GetData »
Change to Reporter
[T IO

Exchanges the positions of rows and layers.

B o=- FCYRIE S [~

==

The DSS displays the data with swapped rows and layers. Now
your BUDGET CODES are located in the rows and the
ACCOUNTS are in the layers.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] M= E
e

E] File Edit View |nsett Ewplore Format Toole “Window Help
D|s(E|S(®o | & |w @@ @R | [ o |0 o aia | ] ] |

| | 14.05¢ | [ Budget Tvpe | | Accourts || Grart vear | | Budast Codesiunds | | OSC Cost Carfers | [ Fv 2002 | [ MEASLRES | |

Layer1 af 4

NOTES

=l

EXF + ADJ TO CASH
YTD CERT YTD AUTH YTD MTD ACTUAL QTD ACTUAL YTD FISCAL Unexp
BUDGET BUDGET ENCUMBRANC ACTUAL Cert Amt
14160 O5C-GEMNERAL 0.00 0.00 117571814 1,008,413.19 1,008,413.19 1,008413.18 HaeeRa
24160 O5C-SPECIAL 0.00 0.00 102,500.00 0.0o 0.00 0.00 0.00
0.00 0.00 1.278,218.15 1,008,413.19 1,008,413.19 1.008,413.19 i#enmns

Buiget CodesFunds

Fi 5
For Help, press F1.
Your manager looks at this layout and prefers to see YTD ACTUAL
amounts by budget code for various accounts. So you create a layout

which has ACCOUNTS as columns and MEASURES as layers

* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 2] x|
E‘| File Edit “iew Insert Explore Format Tool: Window Help ;Iilﬂ

D| SRS | & [w|e@] 2 [@(R] |5 o0 ko]l |l |1 ] |

| 14.05C | | Budtget Type | | Accourts || Grant vear | | Budget CodesFunds | | 0SC Cost Centers | [ Fv 2002 | [ MEAsLURES |

_______________________ LaE1 e

EXP + ADJTO CASH
- = = T aomToemT 2N i e o il 1) 0 et Bl ¥ Ty o i 0 O el
ACTUAL Cert Al

% / BUDGET BUDGET | ENCUMBRANC
14160 OSCiER‘L 0.00 000 117571815 100841318  1,008,41319 ] 100841319 e
— 0 — MR — 0 = o 08 = %30 | 01

24160 O3C-GPECIAL No m— G
1\
0.00 \ 0.00 1.278,218.15 1,003,‘19 1,008,413.19 1.008,413.19 | =enssg

=]

Buiget Codes/Funds

Accounts

Measures

ET|

For Help, press F1.
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NOTES

ﬁ Start ﬁlnbox -Mets... @ Exploning - I:.. | @ Ex=ploring - L. | T Microsoft Wi ”O PowerPla._.

N 30 0404 PM

* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 7] x|

%S File Edit Wiew Insen

DlSES(R]- |

= Biciget Ty

Format  Tools

4
Change Dizplay 3
Suppress Zeroz 3

»

Wwindow Help

==l x|

BRows and Columns
Rows and Lavers

bt [ ] |

OSC Cost Certers | [ P 2002 | WEASLIRES I|

EXP + ADJTO CAgH | utomatic Exceptions Layer 1 ofd =
Custom Exceptions...
Fleset Diensions AUTH ¥TD MTD ACTUAL | QTDACTUAL | ¥TDFISCAL | Unexp
= DGET | ENCUMBRANG ACTUAL | CerlAmt
14160 O5C-GENERAL g:::k 000 117571815 | 1,000,41319|  1,00041318]  1,008,41310 | s
24160 OSC-SPECIAL Re-Sort 0.00 102,500.00 0.00 0.00 ooo| 000
Budget CodesFunds Show Valugs As »| 000 127821815 | 1,008.413.19|  1,008413.10 |  1,008413.10 |immzans
Canmyvert Cumens..
[l Tehranah
Get Data 3
Change to Repaorter
I 0
Exchanges the positions of columns and layers.
B o= |||
To swap columns and layers:
4, Click on Explore on the menu bar.
5. Position cursor over Swap from the drop-down menu.
6. Click on Columns and Layers from the drop-down menu.
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The DSS displays the data with swapped columns and layers. The

ACCOUNTS are now the columns and the MEASURES are the lay-
ers.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] _|a] x|
E File Edt “iew Insert Explore Fomat Tools Window Help o Ellll

D|S|RIZ(R o | & |w(mE[(E] =R | [ o |08t ] |
‘ 22| 1405C | | Budast Tvpe || Accourts | | Grant Year || Budaet CodesiFunds | | 05C Cost Certers | [ 2002 ] [ty | | WERSRES ||

¥TD CERT BUDGET

Layer1 of & %‘
EXP + ADJTO REV + ADJTO BUDGETARY Accounts
CASH GCASH ACCOUNTS
14160 05C-GEMERAL 0.00 0.00 | (1,280,000.009 | (1,280,000.00)
24160 OSC-SPECIAL 0.0a 0.0o 0.oo 0.0o
Budget CodesFunds 0.00 0.00 | (1,280,000.00) | (1,280,000.00)

EXP + A0 TO CASH

Your manager looks at this layout and wants to know if there is an easier

way to see the ACCOUNTS and BUDGET CODES. You decide to show
them in rows and columns.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =R
E File Edit “iew Insett Egplore Format Tools Window Help = 5'

D|S(E(S(R | & |w|m]E] 2 [#|R] | 652 || nn e 2a]l i ] |
| %[ 14 03¢ | | Budast Type Imccourg [ Grart vear || Budzet CodesFunas || 03C cost cemters | [ Fr 2002 | m‘m”

¥TD CERT BUDGET

' Layeriofg =

Prp——

y
A N\ P Al [ || BEV440LID —BULGEWEY - durowts —f

CASH Cy ACCOUNTE
I 14160 0SC-GENERAL | 0.00 | 000 1,280,00000) | ¢1,280,000.00)

24180 OSC-BPECIAL I Uﬁ n.oa 0.00

0.00
\ Budget CodesFunds ’ 0.00 0.00  (1,280,000.00) | (1.280,000.00)

N —_

ExP +ADJ TO CASH

NOTES
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NOTES

iaSlall % Inbax - Nets... | @ Exploring - |:...| @ Explaring - U. | TV Microsoft W, Io PowerPla.__

f N #1008 04:07 PM

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] _|8] x|
E File Edit Wiew Insern Format  Tools Window Help _|E'|1|
Dlﬁalﬂl@lml ) 3 nd Columnz |I Hll:illﬂl'sll—llll |
———————  [Change Display ¥ Fows and Layers
= Budget Typ  Suppress Zeios v Columns and Lapers | BSC Cost Centers | | F 2002 | WEASUHES ||
T CERT BUDGET Automatic Excgptlons L4 Layer1 of g %‘
Custom Exceptions. ..
Reset Dimensions ADJTO  BUDGETARY |  Accounts
SH ACCOUNTS
14160 OSC-GENERAL g;':k 000 (1,280,000.00% | (1,220,000.00)
24160 O5C-SPECIAL Ee-Sgrt 0.0 o.0a 0.0
Budget CodesFunds Show Yalues Az 3 0.00  {1,280,000.00} | (1,280,000.00)
Convert Curens..
Lol Tehraughy
GetData »
Change to Reparter
E=changes the positions of rows and columnsz.
To swap rows and columns:
7. Click on Explore on the menu bar.
8. Position cursor over Swap from the drop-down menu.
9. Click on Rows and Columns from the drop-down menu.

In Explorer only, you may also swap rows, columns or layers
by dragging a row, column or layer to another row, column
or layer.
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The DSS displays the data with swapped rows and columns. The
ACCOUNTS are now in the rows and the BUDGET CODES are
now located in the columns.

* PowerPlay - [14xbudgtppr of 14xbudgt [Explorer]] MmEE
E File Edt “iew |nsert Explore Format Tool: Window Help - |E'|5|

] = e N = T S Y R = M M A P T
‘ £#| 14 05C Eiudget Type | ﬁccoums |Eram Year | Eiudget CodesFunds |Bsc Cost centers | [[Fy 2002 | [y | mEASURES ||

YTD CERT BUDGET Layer1of3 —I
14160 24160 Budget
QSC-GEMERAL | OSC-SFECIAL | CodesfFunds
EXP + ADJTO CASH n.0o 0.00 0.oo
REV + ADJ TO CASH 0.00 0.00 0.0o0
BUDGETARY ACCOUNT| (1,280,000.00) 0.00 | {1,280,000.00)
Accounts (1,280,000.00) 0.00 | (1,280,000.00)

ExP +40J TO CASH

Your manager likes this layout. You have now successfully created three
different layouts of the same data.

The OSC delivers several standard DSS reports that are stored in a
shared network directory and cannot be altered. However, changes to a
report can be saved as a custom report for future use. Each night, the data
will be updated for the new custom report.

Saving a Custom Report

The following walkthrough demonstrates how to save a customized DSS
report for automatic data updates.

WALKTHROUGH: Saving a Custom Report

SCENARIO

Your manager has decided that the last layout of the three reports you
produced is acceptable. You want to save this report layout under the
name class1 for future use.

Walkthrough Objective:

O Save the report as class1.ppr.

NOTES
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1. Click on File on the menu bar.
2. Click on Save As from the File drop-down menu.
Save As el B3
Save jn

File name:

Save az lype: IF'u:uwerF'Ia_l,I reportz [*.ppr) j Cancel |

I_qu:ustu:um T j £ [ =

SAVE IN box Type in
Name of Custom

Report

Iclass'l

Save I

3. Select the directory c:\ncasdss\custom from the Save As dialog
box, if not already selected.

= The Custom Directory may be in a different default location
on your computer.

r— You may save the report anywhere on your LAN to which
you have write access. You do not have authority to over-
write the DSS delivered reports.

4. Type class1 in the FILE NAME field of the Save As dialog box.

r— You are not limited in the DSS to the number of characters
used in the naming of your report. However, you may be lim-
ited in the number of characters by the drive to which you
are saving the report.

r— Notice the suffix .ppr. This indicates you are saving a

PowerPlay report.

5. Click on the Save button.
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* PowerPlay - [class1.ppr of 14xbudgt [Explorer]]
grmat Tools  Window Help =& x|

3| 4| | 7 o8] a2 b e |
| £ | 1405 | Bu!get i [femns IRrant vear | | Buget CotesiFunds | | 05¢ Cost Centers | [ Fv 2002 | [l | [ty | [ MEasures ||

¥TD CERT BUDAET \ Laver1ofg =
14160 \%EBD Budget
0SC-GENERAL | OSCXPECIAL | CodesfFunds
EXP +ADJTO CASH | 0.00 0.00 0.00
REV + ADJ TO CASH 0.00 ) 0.00
BUDGETARY ACCOUNT|  ¢1,280,000.00) 0.00 \¢1,280,000.00)
Accounts \ {1,280,000.00) 0.00 {}}@0,000.00}

\ AN

Name of Custom
Report File

Name of
Database

EXP +40J TO CASH

You have now successfully saved your custom report for future use.

Removing Layers

The following walkthrough is designed to demonstrate how to remove lay-
ers from a report.

WALKTHROUGH: Removing Layers from an
Explorer Report

SCENARIO

Your manager wants to see this report without layers.

Your manager then decides the earlier version of the report is better.
You need to exit Explorer without saving the changes.

Walkthrough Objectives:
O  Remove the report layers.

a Exit.

NOTES
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stant| F3 oo Hets..| Ly Erploing H..| L Evploina . | 7 Mizosot W...[€ PowerPla_—

* PowerPlay - [clazs]1.ppr of 14xbudgt [Explorer]]

& 5 | 2 e |

Budget
Codes/Funds

BUDGETARY ACCOUNT (1,280,000.00)

{1,280,000.00)

Accounts

IR TS

To remove layers:

1. Click on Edit on the menu bar.
2. Position the cursor over Delete from the drop-down menu.
3. Click on All Layers from the drop-down menu.
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The DSS displays the report with no layers.

NOTES

* PowerPlay - [clazs1_ppr of 14xbudgt [Explorer]] HEE
E‘| File Edit View [nsert Egplore Format Tools Window Help |- 5[

S B N = N e R S M AP T
| | 13 050 | | Butoet Type | [ Aosourts || Grart vear | | Budget CodesFunds | | 05C Cost Cearters | [ v 2002 | [ vEasuREs ||

14160 24160 Budget
05C-GEMERAL | OSC-SPECIAL | CodesfFunds
| EXP +ADJTO CASH | 0.00 0.00 0.00
REV + ADL TO CAGH 0.00 0.00 0.00
BUDGETARY ACCOUNT | {1,280,000.00) 0.00 | (1,280,000.00)
Accounts {1,280,000.00) 0.00 | (1,280,000.00)

ExP +ADJ TO CASH

s Layers can be deleted by clicking on a layer label and press-
ing the key.

Layers can also be deleted by clicking on the layer, right
clicking the mouse and clicking on Delete All Layers.

To close the report:

4. Click on the upper right [ 1.

PowerPlay |

& Save changes to clazs] . ppr?

Ha | Cancel |

5. Click on No in the PowerPlay dialog window.
r— The report was saved before you removed the layers. By

exiting out of Explorer without saving the changes, the previ-
ous version of the report is still saved.
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NOTES The DSS closes the report and displays the Agency Management
Analysis Select menu.

i3 NCAS Desktop P |

14X-Office of the State Controller |

VIEWS REPORTS
GL Budget Code Control v | =

Last Modified 2000-01-15 03:22:08.0

Launch Exit

The following activity is designed to provide practice adding layers to a
DSS report. The following scenario establishes a situation similar to one
that employees might encounter in the workplace.

ACTIVITY: Adding Layers

SCENARIO

You are a manager at your agency and want to review last month’s
expenditures for the budget codes and budget funds for which you are
responsible.

Use the Budget Code Control Report to view the data on expenditures.
Add the BUDGET CODES/FUNDS as layers, scroll through the layers,
and drill down to view at least one detailed budget fund. Drill down on
rows to view at least one expenditure account.

After reviewing a detailed expenditure account, exit the DSS.

Office of the State Controller 102 NCAS Training.3



IA: DSS-01
DSS-Basics

Adding Layers

Activity Objectives:

o a o a a

Open the Budget Code Control Report.
Filter for the current Fiscal Year.
Filter for a prior month.

Add the BUDGET CODES/FUNDS as layers.

Drill down to view at least one detailed budget fund.

Drill down on rows to view at least one expenditure account.

For assistance with this activity, refer to the Steps for Completing the
Activity on Adding Layers and the Sample Solution on the following pages

or ask the instructors

for help.

Sample Solution for the Activity on Adding Layers

E| File Edit e zert Explore Format  Tools

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]]
Window Help

NOTES

= [8] %]
=18 %]

D= =

o & |we|m]@)] i (R] | [ e |08l nd] |

£ | 14 0g€ I Budget Type | 2321 PURCHASED CONTRACTUAL SERYICES | Bram wear || 14160 OSC-GENERAL | ﬁsc Cost Centers | [ Fv 2002 |

For Help, press F1.

[yt
/1000 CFF! OF STATE COMTROLLER Lgver1 of 2 —'
/ / YTD CERT YTDAUTH YTD MTD ACTUAL QThD ACT% YTD
BUDGET BUDGET EMCUMBRAMC FISCAL
BUdget COde 532120 FINANAUDIT SERVIC 0.00 0.00 27,960.00 0.00 0.00 0.00
Contro' Report 532140 INFOR TNTECHNOEL} 0.00 0.0o 557,110.28 T0,862.55 10179860 | SHRRRRRR
32189 MISC COMNRACTUAL SER 0.00 0.00 0.00 0.00 0.00 0.00
532170002 ADMIM SNC-TEMP AGEI 0.0o 0.00 0.00 0.0o 0.0o
532181900 WRKSHOCONF EXP- 0.00 0.00 0.00 0.00 0.00
532199900 WORKSHOPNOMF EXF 0.00 0.00 0.00 0.00 0.00
| 5321 PURCHASED CONTRAQIUAL S| 0.00 \ 0.00 585,070.28 T70,862.55 / 101,798.60 #ig
Budget Codes/Funds AN /
as Layers Filtered for the Detailed Expenditure Filtered for the
Previous Month Accounts Current Fiscal
Year
[T o]
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To open your agency’s GL Budget Code Control report from the
Agency Management Analysis Select menu:

1. Click on the down arrow beside Please Pick an Agency Below to
get a list of agencies available to you.

2. Click on the scroll bar until your agency is visible.

3. Click on your agency from the Please Pick an Agency Below drop
down menu.

4. Click on the down arrow of the VIEWS list box to display a drop

down list of available Explorer reports.

5. Click on GL Budget Code Control to select it from the EXPLORER
reports list box.

6. Click on the Launch button.

To select the database:
7. Click on the OK button.

8. Select the YOUR AGENCY XBUDGT.mdc cube (database) from
the list of file names in the Choose a Local Cube window.

9. Click on the OK button.

To resize the dimension line (if necessary):

10.  Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

11.  Click and drag the dimension line until it has doubled in size.

To filter dimension for month and year:

12.  Position the cursor over Fiscal Year on the dimension line to open
the dimension list.

13.  Click on the current fiscal year.

14. Position the cursor over Fiscal Period on the dimension line to
open the dimension list.

15.  Click on a prior month.
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To add BUDGET CODES/FUNDS as layers:

16. Click and hold on BUDGET CODES/FUNDS on the dimension line
and drag it to the layer target.

To scroll up and down through the budget codes:

17.  Scroll through the layers by clicking on the up and down arrows.

To drill down on a budget code to the fund level:

18.  Double click on the layer label for a budget code that you want to
review.

To scroll up and down through the funds:

19.  Scroll through the layers by clicking on the up and down arrows.

To drill down on an account:

20. Double click on row labels until the desired 6-digit account appears.

To exit the DSS report:

21.  Click on the upper right [,

22.  Click on No in the PowerPlay dialog window.

NOTES
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NOTES SUMMARY

This section of the handbook introduced the concept of layers. The walk-
throughs demonstrated the DSS tools and techniques for adding layers to
data presentations and drilling down through layers. You learned to:

* Add layers containing data for that month, year, budget code, cost
center, or other layer dimension.

* Go to a different layer by scrolling or using the Go fo Layer dialog
box.

« Drill down on a layer by double clicking on the layer label.
«  Drill up on layers by double clicking on the summary layer label.

*  Swap rows, columns, and layers by using the Explore command on
the menu bar.

* Save customized DSS reports.

* Remove layers by using the Edit/Delete command on the menu bar.
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Nesting Dimensions (Explorer Mode)

Accessing . Nesting
NCAS & AR Adding . -
DSS Overview & Viewing Dimensions

DSS Data Layers

(Explorer Mode)

Formatting,
Printing
and
Exporting

Creating Modifying
Custom Custom Reports

Reports (Reporter
(Reporter Mode) Mode)

Nesting

DSS dimensions have many levels. For example, the ACCOUNT dimen-
sion contains six levels.

EI‘ WAETL Project\GL\Production CubesARL_Class Copies\14x,
-1 1405C
[:I Budget Type
353 Account; €———Level 1
B3 EXP +AD) TO CA5H€———Level 2
E-£3 EXPENDITURES——Level 3
---[:I 531 PERSOMAL SERYICES
i [ 532 PURCHASED SERVICES
=8 3 533 SUPPLIES <4—Level 4
E B33 GEMERAL ADMIMISTRATIVE SUPPLIE 4—Leve15
------ . 533110 GENERAL OFFICE SUPPLIES €——Level 6
------ . B3N 20 DATA PROCESSING SUPPLIES
------ . B350 SECURITY & SAFETY SUFP
------ . RIHS00THER ADMIN SUPPLIES
#-[7 534 PROPERTY, PLANT &ND EQUIPMENT

Nesting allows you to add additional levels of information to a report to
give the report various perspectives. These nested levels can be either:

* Multiple levels of one dimension

* Levels from various dimensions

Nesting the Same Dimension

In Explorer, multiple levels of the same dimension will be nested so the
child categories appear directly below the parent categories.
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Dimension as Rows

SCENARIO

Your manager at the OSC wants to view the GL Budget Code Control
Report down to the detail account but with summary levels for each
parent/child account relationship. The data will be filtered for the month
of July, the fiscal year 2002 and budget code 14160.

Walkthrough Objectives:

0

a a o a

Open the Budget Code Control Report.
Filter for the month of July.

Filter for Fiscal Year 2002.

Filter for Budget Code 14160.

Nest five levels of accounts.

To open the GL Budget Code Control Report:

1.

Click on the down arrow beside PLEASE PICK AN AGENCY BELOW to
get a list of agencies available to you.

Click on the scroll bar until 14X-Office of the State Controller is
visible.

Click on 14X-Office of the State Controller from the DROP-DOWN
MENU.

Click on the down arrow of the VIEWS list box to display a drop-
down list of available Explorer reports.

Click on GL Budget Code Control to select it from the EXPLORER
REPORTS list box.

Click on the Launch button.

To select the database:

Click on the OK button.

Select the 14xbudgt.mdc cube (database) from the list of file
names in the Choose a Local Cube window.

Click on the OK button.
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To resize the dimension line:

10.  Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

11.  Click and drag the dimension line until it is doubled in size.

* PowerPlay - [14xbudgt.ppr of 14xbudgt (Explorer]] mER
E] File Edit “iew Insert Egplore Fomat Tools Window Help _|5 5'

] E= = = e e s Y S K

EEEIMME B

= m Fjudget Type | ﬁccoums | Brant Vear | Fjudget Codes/Funds | ESC Cost Certers | Fiscal Year | Fiscal Perind | mEASURES | |
YTD CERT YTD AUTH YD MTDACTUAL  QTD ACTUAL YTD FISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUMBRANG ACTUAL
EXP+ ADJTOC| 197 87387100 | 22211897500 | 14159531.97 | 15065 716.25 3952158846 | 133 678,379.88 | 6419549112
REV+ADJTOC| 22,400,213.00 | 33,748317.00 000 | 2231,21887  9,033,182.40  35790,344.82 | (13,390,131.82)
BUDGETARY Al |iiatistt | 155,760 359,33 0.00 0.00 0.00 0.00 |t
Accounts 64,504,724.67 | 411,637,651.33 | 14,159,531.97 | 17,206,935.22  48,554,770.86 | 169,468,724.70 i@szzsissssss
[T H

For Help. press F1.

To filter for the month of July:

12. Position the cursor over Fiscal Period on the dimension line.

13.  Click on July from the dimension list.

To filter for the fiscal year 2002:

14. Position the cursor over Fiscal Year on the dimension line.

15. Click on 2002 from the dimension list.

To filter for the budget code 14160:

16.  Position the cursor over Budget Codes/Funds on the dimension
line.

17. Click on 14160 OSC-GENERAL from the dimension list.

NOTES
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NOTES The DSS displays the Budget Code Control Report. It displays it fil-
tered for the month of July, the fiscal year 2002, and the budget
code 14160.

E]Eile Edt Miew Inset Explore Format Tools Window Help

=181 x|

D[S(RS[Ro | & |w|m|@] s ||R] [ o] 08] il |sd]

£ 12 05C | [ Budget Type | | Accourts | [ Grart vear | (14160 05C-GENEREL | | 0SC Cost Certers | | F 2002 | [ vEssURES ||

YTD GERT YTD AUTH YTD MTD ACTUIAL QTD ACTUAL YTOFISCAL  |Unexp
BUDGET BUDGET ENCUMBRANC ACTUAL Cert

EXP + ADJ TO CASH 0.00 0.00 1,176718.15 1,008,41319 1,008,413.18 1,008,413.19 &
REV + ADJ TO CASH 0.00 0.00 0.o0o0 38,341 45 38,341 .45 38,341.45 HHRR
BUDGETARY ACCOUNTS | {1,280,000.00) 1,280,000.00 0.00 0.00 0.00 0.00 =R
Accounts {1,280,000.00)  1,280,000.00 | 1,175718.15  1,046,754.64 | 1,046,754.64 | 1,046,754.64 saas
L] o

For Help, press F1.

To add a nested account:

18.  Click the left mouse button and hold on Accounts on the dimen-
sion line.

19. Drag Accounts to the right of the row labels. A long dark bar
appears where the nesting will occur. Release the mouse button.
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NOTES

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] 2] x|
E] File Edit View [nsert Explore Fomat Tool: ‘Wwindow Help ;Iilll
D|S(RIS(R [ | & [E2]@] 2[R | [ e8]t | a a1 1| | sd] |
7 14 05C | | Buduet Type || Accourts | | Grart vear | [[14160 0SC-GENERAL | | OSC Cost Certers | [ Fv 2002 | [ MEASURES ||
¥TD CIJ§T ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL |Unexp
BUDG BUDGET | ENCUMBRANC ACTUAL Cert
EXP + ADJ TO CASH oo 000| 147571815 | 1,00841319 | 100841318 | 1,008413.10 |t
REV + ADJ TO CASH 0.0 0.00 0.00 38,341 .45 38,341.45 38,341.45 |
BUDGETARY ACCOUNTS (1,280,000.000\ 1,280,000.00 0.00 0.00 0.00 0.00 |t
Accounts {1,280,000.00} \1,280,000.00 117571815 | 1,046,754.64 | 1,046,754.64 |  1,046,754.64 |sesss
Long Bar
Accounts
ETM| bl
Faor Help, press F1.
r— Nesting can also be accomplished by using the Dimension
Viewer.
The DSS nests accounts with the parent category above the child
category.
E] File Edit “iew Insert Explore Fomat Tools Window Help ;lilll
D[&S(ES(R o] &[] a2 [ o]0 na ]l |ia] |
[ 1405 || Budget Type | | Accounts | | Grant Year | [[14160 05C.GENERAL ] | 05C Cost Centers | [ Fv 2002 | [ EAsURES | |
Y¥TD CERT YT ALUTH YTD MTD ACTUAL QTDACTUAL | vTD
BUDGET BUDGET | ENCUMBRANC FISCA
EXP + ADJTO CASH EXPENDITURES 0.00 000 117571815 | 1,008,41318 | 1,008,41310 s
DUUSTMENTS 0.00 n.oo 0.0o n.oo oo o000
EXP + ADJTOC 0.00 0.00 1,175,718.15 1,008,413.19 1,008,413.19 |#
REY + ADJ TO CASH REVENUES 0.00 0.00 0.00 38,341.44 38,341.44
ADJUSTMENTS 0.00 0.00 0.00 0.00 0.00| 000
REV + ADJ TO C 0.00 0.00 0.00 38,341.45 38,34145 |fmmng
BUDGETARY ACCOUN BUDGETARY AG 00.00 1,280,000.00 0.00 0.00 ooo | o000
BUDGETARY ACH (1,280,000. 1,280,000.00 0.00 0.00 0.00 | 0.00
Accounts {1,280,000.00) 80,000.00 | 1,175,718.15 |  1,046,754.64 | 1,046,754.64 |¢
l Long Bar
Nested Account
Category
T 0
Office of the State Controller 111 NCAS Training.3



IA: DSS-01 Nesting in Explorer
DSS-Basics

NOTES To add another level of nested accounts:
20.  Click and hold on Accounts on the dimension line.

21.  Drag Accounts to the right of the new row labels. A long bar
appears where the nesting will occur. Release the mouse button.

The DSS nests accounts to three levels.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =] %]

E| File Edit “iew |nsett Explore Format Tool: Window Help ;Iilll

DSRS0 | & v ()@ (&R [ o8] e bha] il o] 1] |

7 14 05C | [ Buctaet Type | | Accourts | | Grart vear | (14160 05 GENERAL | | OSC Cost Certers | [[Fv 2002 | MEASIRES I|
YTD CERT ¥TD AUTH YTD MTD ACTUAL | QT ﬂ
BUDGET BUDGET | ENCUMBRANG D
EXP + ADJ TO CASH EXPENDITURE | 531 PERSONAL 0.00 0.00 0.00 446,497 66 | #
S 532 PURCHASH 0.00 0.00|  1,174,090.39 558,278.21 |##
533 SUPPLIES 0.00 0.00 88.17 58595 |##
/ 534 PROPERTY] 0.00 0.00 1,638.58 37375 |
. 535 OTHER ExF 0.00 0.00 0.00 267762 |#
Nesting
538 INTRAGOVE 0.00 0.00 0.00 0.00 |
EXPENDITURES 0.00 0.00 | 147571815 | 1,008,413.19 sz
ADJUSTMENTS 111 CASH, CAS 0.00 0.00 0.00 0.00 |
TO CASH - EXP

0.00 0.00 0.00 0.00 |#==
0.00 0.00 0.00 0.00 #=2z
0.00 0.00 1,175,718.15 1,008413.19 =5z
REW + ADJ TO CASH ES 434 SALES, SER 0.00 0.00 0.00 15.00 |8
435 FEES, LICE 0.o0 0.00 0.00 0.00 | #=
Long Bar 437 MISCELLAN 0.00 0.00 0.00 0.00 |#
EIN| ol

For Help, press F1.

To add another level of nested accounts:
22. Click and hold on Accounts on the dimension line.

23. Drag Accounts to the right of the new row labels. A long bar
appears where the nesting will occur. Release the mouse button.
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The DSS nests accounts to four levels. NOTES
E]Eile Edit “iew [|nsert Egplore Fomat Tool: Window Help ;Iilll

D|S|RIS|R|o | & | |E@E] (82| | [ o8] b tdn] e ||| d] |

2 14 05C | | Budget Type | | Accourts | [ Grant vear | [[14150 0SC-GENERAL ] | 0SC Cost Certers | [ F 2002 | MEASLIRES I|
¥TD CERT ¥TD AUTH ¥TD MT ﬂ
BUDGET BUDGET | ENCUMBRANC | D
EXF + ADJ TO CASH EXPENDITURE |531 PERSONAL |5311 EPA SALA 0.00 0.00 0.00 |#
2 SERVICES 5312 SPA SALA 0.00 0.00 0.00 |
Nesting B> 14 surpLem 0.00 0.00 0.00 |##
5315 EMPLOYE 0.00 0.00 0.00 |
5316 OTHER P 0.00 0.00 0.00 |
531 PERSONAL 0.00 0.00 0.00 |
532 0.00 0.00 627,939.00 | #
PURCHASED
SERVICES 0.00 0.00 0.00 |
0.00 0.00 1TATH62 | #E
0.00 0.00 525,260.00 | ##
Long Bar 5327 TRAVEL & 0.00 0.00 0.00 |
5328 COMMUN] 0.00 0.00 370767 4
5328 OTHER 5 0.00 0.00 0.01 |#
532 PURCHASE! 0.00 0.00 | 1,174,000.39 |z
o —— S |
EIN| IO

Faor Help, press F1.

To add the detail level of nested accounts:
24. Click and hold on Accounts on the dimension line.

25. Drag Accounts to the right of the new row labels. A long bar
appears where the nesting will occur. Release the mouse button.
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NOTES The DSS nests accounts to five levels. You have now nested
account to the detail account level.
* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer)] 8] X
E File Edit ‘iew Insert Egplore Format Tools Window Help =18 x
DIz |RIS[R[ | & el=lE] 4]k]R] (6ol |l]:|d] |
=14 oscIﬁudgaType|ﬁccoums|ﬁram Year | || 14160 OSC-GENERAL ,'Bsc Cost Certers | [ Fv 2002 | [uly | | MEASURES |
YTD CERT YTDAUTH ¥TD ﬂ
BUDGET BUDGET EN
EXP + ADJ TO CASH EXPEMDITURE | 531 PERSOMAL 15311 EPA 231111 ERA-RE! n.o0 0.00 |38
s SERVICES E.JZL(?FR;ES& 5311 EPA SALAF 0.00 0.00 |55
5312 5PA 531211 SPA-RE! 0.00 000 |3
SALARIES &
VWAGES 5312 SPASALAI 0.00 0.00 |#8#
h314 431421 HOLIDA n.00 0.00 |3
SUPPLEMENTS
TO REGULAR 531452 DUAL Et 0.00 000 |3
WAGES 531461 EPAGSP 0.00 0.00 | =
531431002 SHIF n.o0 0.00 |38
5314 SUPPLEME 0.00 0.00 #22
5315 531511 SOCIAL 0.00 000 |3
EMPLOYEE
BEMEFIT 531512 SOCIAL n.o0 000 |
Co3T3 531521 REG RE 0.00 0.00 |#
5316861 MED INE 0.00 0.00 #=9
531572 UNMEMP 0.00 000 |3
Sl |
[T 2
For Help. press F1.
WALKTHROUGH: Removing a Nested Row and
Drilling Down on a Nested Row
SCENARIO
Your manager at the OSC still wants to see detailed accounts but
wants one less level of nesting.
Walkthrough Objectives:
a Delete a nested level.
a Drill down on a nested account to the detail level.
To delete a nested level:
1. Click on a detail account to select it.
2. Right click the mouse. A pop-up menu appears.
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* PowerFPlay - [14xbudgt_ppr of 14xbudgt (Explorer]] 2] x|

E‘| File Edit “iew Insert Egplore Format Tools ‘Window Help =181 x

D|S|=IS[R[o| & |w(E|@)] 2 Q] | [ o] it ] |

£Z[ 12 05C | | Budget Type | | acsourts | [ Grant vear | [14760 0SC-GENERAL | | OSC Cost Carters | [ Fv 2002 | [ MEASURES ||
¥TD CERT YTOAUTH  |vTD ﬂ
BUDGET BUDGET EM
EXP + ADJ TO CASH EXPENDITURE | 531 PERSOMNAL 5311 EPA [531111 EPARE] nop 0.00 | #
s SERVICES SALARIES & Display Options... 5
WAGFS S31MEPASE Farmat Categories 3 0.00 |77
5312 5PA 531211 gP4  Rename Label.. F2 0.00
SALARIES & D'IILI—
WAGES 5312sPA s/ Dillg 0.00 |z
Crill Dawar
5314 34 HOL = 0.00 | #as
SUPPLEMEMNTS LCrosstab Lapout e
TOREGULAR | 531452 DUA : Display
WAGES 531461 EPA ; Cateaun(s]
Ezplain
531431002 SFF] OO0 |
5314 SUPPLEME 0.00 0.00 |z
5315 531511 SOCIAL 0.00 0.00 | #as
EMPLOYEE
BENEFIT 531512 SOCIAL 0.00 0.00 | #as
COSTS 531521 REG RE 0.00 0.00 |3
531561 MED INE 0.00 0.00 | #as
531572 UNEMP 0.00 0.00 | #as
Lol S S |
[T 2l
Deletes selected level \Delete Level
3. Position the cursor over Delete.

4. Click on Level.

r— In Explorer, the nested child category must be deleted for the
nested parent category to be deleted.

214

From the menu bar, click on Edit, place the cursor over
Delete, and then click Level.
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Nesting in Explorer

NOTES The DSS deletes a level of nesting.

* PowerPlay - [14xbudat_ppr of 14xbudgt [Explorer]] mEE

E] File Edit “iew Inzert Ewplore Format Tool: Window Help

=8| x]

D||QS[R[o | & |w|E2]E] /a2 | [ o] s i e o[ 1] |

For Help, press F1.

To drill down on a nested row:

= mo?l Eiudget Type | ﬁccoums | ﬁram Year | |14160 OSC-GENERAL | BSC Cost Centers || Fyr 2002 | mEASURES | |
YT CERT YT AUTH ¥TD T j
BUDGET BUDGET | ENCUMBRANC | D
EXF + ADJ TO CASH EXFENDITURE |531 PERSONAL | 6311 EPA SALAF 0.00 0.00 0.00 |
3 SERVICES 5312 SPA SALAF 0.00 0.00 0.00 |t
5314 SUPPLEME 0.00 0.00 0.00 |#
5315 EMPLOYEE 0.00 0.00 0.00 |t
5316 OTHER PE 0.00 0.00 0.00 |t
531 PERSONAL ! 0.00 0.00 0.00 #sm
532 5321 PURCHAS 0.00 0.00 £27,920.00 |
PURCHASED
5311 EPA SERVICES 5323 REPAIR SE 0.00 0.00 0.00 |#
SALARIES & 5324 MAINTENA 0.00 0.00 1717462 | #t
WAGES 5325 RENTALSH 0.00 0.00 525,260.00 |#t
5327 TRAVEL & 0.00 0.00 0.00 |
5328 COMMUNIC 0.00 0.00 370767 |#
5329 OTHER SE 0.00 0.00 0.01 |#
532 PURCHASEL 0.00 0.00 | 1,174,090.39 zx
o P e — - .

5. Double click on the row label 5311 EPA SALARIES & WAGES.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] ==

E]Eile Edit “iew Insert Explore Format Tools ‘window Help

=18 x|

DS|EESR|o| & ||Em| iR

EE I MEEPNET

£ | 14 05¢ | Eiudget Type | | EXP + ADJTO CASH ] ﬁram vear || 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 | MEASURES I|

EXPEMDITURES.531 PERSONAL SERVICES.5311 EPA SALARIES & WAGES 5311 EPA SALARIES & WAGES

¥TD CERT ¥TD AUTH ¥TD MT ﬂ
BUDGET BUDGET | ENCUMBRANG | D
EXPEMNDITURES 531 PERSONAL | 5311 EPA 531111 EPA-RE! 0.00 0.00 0.00 s
SERVICES SALARIES &
WABES 5311 EPA SALAK 0.00 0.00 0.00 sz
5312 SPA, 531211 SPARE: 0.00 0.00 0.00 #
SALARIES &
ABES 5312 SPA SALAI 0.00 0.00 0.00 sz
5314 531421 HOLIDA' 0.00 0.00 0.00 #
SUPPLEMENTS
TOREGULAR | 531452 DUALE 0.00 0.00 0.00 |
WAGES 531461 EPARSP 0.00 000 0.00 |
531431002 SHIF 0.00 0.00 0.00 #
5314 SUPPLEME 0.00 0.00 0.00 sz
5315 531511 SOCIAL 0.00 0.00 0.00 #
EMPLOYEE
BEMEFIT 531512 SOCIAL 0.00 0.00 0.00 |#
COSTS 531521 REG RE 0.00 000 0.00 |
531561 MED INS 0.00 0.00 0.00 #
531572 UNEMP 0.00 0.00 0.00 #
Lol |
EIM| IO

Office of the State Controller

116

NCAS Training.3



IA: DSS-01 Nesting in Explorer
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In Explorer when a nested child category is drilled down or up, the related NOTES
parent category is also affected.

WALKTHROUGH: Formatting Nesting

SCENARIO

Your manager at the OSC likes the levels of account detail but would
like to format the nesting to minimize the report area.

Walkthrough Objective:

O Format the crosstab layout.

14xbudgt [Explorer]]

e WEMIGE Tools  ‘window Help

F isplay Dptions... T T b
Lategones
El Title, Header and Footer k< lrencd
= Displap Background
Palette..
= Legend Font... _—
al 531111 EPA-
gl Hide 3
Urtis 5311 EPA SAL
Shyles.. 831211 BPA-
PSP A1 BPA-
To format the nesting:
1. Click on Format on the menu bar.
2. Position the cursor over Crosstab Layout from the drop down

menu.

3. Click on Indented 1.
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NOTES The DSS displays the crosstab reformatted.
E] File Edit “iew |ngerit Egplore Fomat Tool: Window Help _Iﬁllll

D2 &R - | & |«=|EE] o]

EEETMME AT

[ 13.05c | [ Buduet Type | [E5P + ADITO Cash ] | Grant vear | [[14160 OSC-GENERAL | | OSC Cost Certers | [ Fv 2002 | mm|
¥TD GERT ¥TD AUTH ¥TD MTD ACTUAL | GTDACTUAL | TDFISCAL iI
BUDGET BUDGET | ENCUMBRANC ACTUAL
EXPENDITURES 0.00 0.00 | 1,175718.15 |  1,008,413.19 | 1,008,413.19 |  1,008,413.19
531 PERSOMAL SERVICES 0.00 0.00 0.00 446,497.66 446,497.66 446,497.66
5311 EPA SALARIES & WA 0.00 0.00 0.00 16,205.96 16,205.96 16,205.96
831111 EPA-REG SALAI 0.o0 0.oa 0.o0 16,205.96 16,205.96 16,205.96
4312 SPA SALARIES & WA 0.00 0.00 0.00 358,165.79 358,165.79 358,165.79
531211 SPA-REG SALAI 0.00 0.o0 0.00 368,165.79 358,165.79 368,165.79
5314 SUPPLEMENTS TOF 0.00 0.00 0.00 9,422.81 9,422.81 9,422.81
531421 HOLIDAY PAY -, 0.00 0.o0 0.00 0.o0 0.00 0.o0
531452 DUAL EMPL WA 0.00 0.o0 0.00 0.o0 0.00 0.o0
531461 EPAGSPA-LOMNC 0.00 0.o0 0.00 8,770.00 8,770.00 8,770.00
531431002 SHIFT 10% 0.00 0.oo 0.00 B52.81 652.81 652.81
5315 EMPLOYEE BENEFIT 0.00 0.00 0.00 61,418.10 61,418.10 61,418.10
531511 SOCIAL SEC C( 0.00 0.00 0.00 28,407 &1 28,407 61 28,407 &1
531512 SOCIAL SEC C( 0.00 0.00 0.00 0.00 0.00 0.00
EIN| _'ILI

For Help, press F1.

214

Right click the mouse. A pop-up menu appears. Click on
Crosstab Layout and then click on Indented 1.

Nesting Different Dimensions

In some situations, nesting a different dimension is a useful addition to a
report.

WALKTHROUGH: Nesting Different Dimensions as
Columns and Drilling Up on a Nested Column

SCENARIO

Your manager at the OSC wants to add nested months to the columns
of this report.

Walkthrough Objectives:
0 Nest months as columns.

d Drill up one level to all months.
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To add a nested column: NOTES
1. Click and hold on July on the dimension line.
2. Drag July to the bottom of the column labels. A long bar will appear

where the nesting will occur.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 5] ]
‘S| File Edt View lnsert Ewplore Fomnat Tools Window Help =181 x|
DO[SRIS(R[o| & v [E]@)] 2 5(R] |[2 o0k na]a] lix]i]d] |
= F:l 0sC | Gudget Type | | EXP + &0 To CASH | Brant wear | 14160 OSC-GENERAL | Bsc Cost Centers | [ Py 2002 mm|
YTD CERT YTD AUTH YTD MTD ACTUAL ALTUAL YTD FISCAL Iﬂ
BUDGET BUDGET EMCLUMBRAMC ACTUAL
EXPEMDITURES 0.00 0.00 1,175,718.15 13.19 1,008,413.19 1,008,413.19
531 PERSOMAL SERVIC 0.00 0.00 446,497.66 446,497.66 446,497.66
G311 EPA SALA B AR 0.00 16,205.96 16,205.96 16,205.96
EG SALAI 0.00 16,205.96 16,205.96 16,205.96
Long Bar IES & \A, 0.00 358,165.79 358,165.79 358,165.79

531211 SPA-REG SALAI n.oa 358,165.79 358,165.79 358,165.79

5314 GUAmIELCLTa TAL 0.00 9,422.81 9,422.81 9.422.81
531 July 0.00 0.00 0.00 0.00 0.00 0.00
531 ST OURCERPT T 0.00 0.00 0.00 0.00 0.00 0.00
531461 EPABSPALON 0.00 0.00 0.00 8,770.00 8,770.00 8,770.00
531431002 SHIFT 10% 0.00 0.00 0.00 652,81 652,81 652,81
5315 EMPLOYEE BENEFIT 0.00 0.00 0.00 61,418.10 61,418.10 61,418.10
531511 SOCIAL SEC Ct 0.00 0.00 0.00 28,407 B1 28,407 B1 28,407 B1
531512 5OCIAL SEC O 0.00 0.00 0.00 0.00 0.00 0.00

EI| ﬁj

Faor Help, press F1.

The DSS nests the month of July. You now need to drill up on July
to display all months.
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Nesting in Explorer

* PowerPlay - [14xbudat_ppr of 14xbudagt [E xplorer]] A

E] File Edit “iew Inset Explore Format Tools ‘window Help

=181 x]

DIZ2|E|E|m]e | & |« |EE] |]R]

ER AP

= ﬁat 0sC | Eiudget Type | | EXP + ADJTO CASH] Eram Year | | 14160 OSC-GEMERAL | Bsc Cost Centers | [ Fy 2002 | MEASURES | |

Far Help. press F1.

=

YTD CERT YTD AUTH YTD MTD ACTUAL | QTD ACTUAL YTD FISCAL ﬂ
BUDGET BUDGET ENCLIMBRANC ACTUAL
July July July July July July
EXPENDITURES 0.00 0?\ 1,008,413.19 1,008,413.19 1,008,413.19
931 FERSOMAL SERVICES 0.00 0.00 0.00 46,497.66 446,497.66 446,497.66
5311 EPA SALARIES & WA 0.00 0.00 0.00 16,205. 16,205.96 16,205.96
531111 EPA-REG SALAI 0.0o 0.0a 0.00 16,205 .96 16,205.96
5312 BPA SALARIES B WA 0.00 0.00 0.00 358,165.79 165.79
931211 SPA-REG SALAI 0.0o 0.0a 0.00 358,165.79 JUIy 165.79
5314 SUPPLEMENTS TO F 0.00 0.00 0.00 9.422.81 9,422.81 9,422.81
531421 HOLIDAY PAY -, 0.00 0.0a 0.00 n.0o 0.00 0.00
531452 DUAL EMPL WA 0.0o 0.0a 0.00 n.o0o 0.00 0.00
931461 EPAKSPALONC 0.00 0.oo 0.00 8,770.00 8,770.00 8,770.00
531431002 SHIFT 10% 0.0o 0.0a 0.00 652.81 652.81 652.81
5315 EMPLOYEE BEMEFIT 0.00 0.00 0.00 61,418.10 61,418.10 61,418.10
Kim| ﬁ;l

If a dimension is filtered when it is nested, it will nest at the
filtered level.

To drill up on the nested column:

3. Double click on a column labeled July to drill up on this nested col-
umn. Notice that the plus sign with an arrow in it appears when the
cursor is placed over the column label.

The DSS displays the months nested under the MEASURES col-
umns.
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Nesting in Explorer

DSS-Basics
*'PowerPlay - [14xbudgt. ppr of 14xbudat [Explorer]] &=
E File Edit “iew Inset Egplore Fomat Tools “window Help =& =l

D|S(ES[&]o | & [w|E@)] 2 a]R] [0 o]t - |

= ll E;udget Type | |EXP + ADJ TG CASH | ﬁram vear || 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 | Fiscal Petind | mEASURES | |

ForHelp, press F1.

YTO CERT BUDGET ﬂ
July sugust September October Movernber December

EXPENDITURES 0.00 0.00 0.00 0.00 0.00 0.00
531 PERSONAL SERVICES 0.00 0.00 0.00 0.00 0.00 0.00
5311 EPA SALARIES & WA 0.00 Months 0.00 0.00 0.00 0.00
§31111 EPA-REG SALA 0.00 0.00 0.00 0.00 0.00
53172 SPA SALARIES & WA 0.00 0.00 0.00 0.00 0.00 0.00
531211 SPA-REG SALA 0.00 0.00 0.00 0.00 0.00 0.00
£314 SUPPLEMENTS TO F 0.00 0.00 0.00 0.00 0.00 0.00
531421 HOLIDAY PAY - 0.00 0.00 0.00 0.00 0.00 0.00
531452 DUAL EMPL WA 0.00 0.00 0.00 0.00 0.00 0.00
§31451 EPARSPA-LONC 0.00 0.00 0.00 0.00 0.00 0.00
531431002 SHIFT 10% 0.00 0.00 0.00 0.00 0.00 0.00
5315 EMPLOYEE BENEFIT 0.00 0.00 0.00 0.00 0.00 0.00

=

EXM| I

WALKTHROUGH: Deleting Levels of Nesting

Your manager at the OSC wants only one level of expenditure
accounts to the three-digit account displayed.

SCENARIO

Walkthrough Objectives:

d Delete three levels of nesting.

d Drill down to the three-digit expenditure account level.

a Format crosstab as Standard.

Office of the State Controller
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Nesting in Explorer

* PowerPlay - [14xbudgt_ppr of 14xhudgt [Explorer]]
E File Edit “iew |nzert Explore Format Tool: “indow Help

= [2] ]
=181 x|

|| E|S|R o | &« |BE] kR

EEIE MR

= Ll Budget Type | |[EXP + ADJ TO CASH | @ram “ear | |/14160 OSC-GENERAL | Bsc Cost Centers | [ F 2002 | I—F\iscal Period | mEASURES ||
¥TD CERT BUDGET ﬂ
July August Septermber October Movember December
EXPEMDITURES 0.00 0.00 0.00 0.00 0.00 0.00
ICES 0.0 0.00 0.00 0.00 0.00 0.00
Dizplay Oplons
5311 EPABALARIL oot e 0.00 0.00 0.00 0.00 0.00
531111 EPA-RE. Rename Label.. F2 0.00 0.00 0.00 0.00 0.00
5312 GPA SALARI Diil Up 0.00 0.00 0.00 0.00
531211 sPARE. LA 0.00 0.00 0.00 0.00 0.00
5314 SUPPLEME! _ crosstab Lavaut L R 290 0.00 0.00 0.00
Delete [Dizplay
531421 HOLIDS ; Gateger(sl PO 0.00 0.00 0.00 0.00
Ezxplain
531452 DUAL EMPC 7R 0 0.00 Highest level to .00
531461 EPA&SPA-LONC 0.00 0.00 0.00 0.00 be deleted oo
531431002 SHIFT 10% 0.00 0.00 0.00 0.00 ]
5315 EMPLOYEE BEMEFIT 0.00 0.00 0.00 0.00 0.00 0.00
B
ENM| I
To delete multiple levels of nesting:
1. Click on a row label of the highest nesting to be deleted to select

the nested level.
2. Right click the mouse. A pop-up menu appears.
3. Position the cursor over Delete.

4. Click on Level.
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Nesting in Explorer
DSS-Basics

r— To delete multiple levels of nesting in Explorer in one proce-

. NOTES
dure, choose the highest level to be deleted.

The DSS removes three levels of nesting at once.

E] Fle Edit Yiew Inset Egplore Fommat Tools Window Help ;Iilll
S e e e RN e =T S R = T AP
= Llﬁiudget Type | | EXP + 800 TO CASH | ﬁram vear | (14760 OSC-GENERAL | BSC Cozt Centers | [ Fy 2002 | rF\lscaI Perio ImEASUHES ||
¥TD CERT BUDGET
July August Septemhber Cctober Movember Diecember J
a
EXPENDITURES 0.0o 0.00 0.oo 0.0o 0.0o 0.0o &
ADJUSTMENTS TO CASH - EX 0.0o 0.00 0.oo 0.0o 0.0o 0.00 &
EIl| 2]
For Help, press F1.

Drill down on rows to the three-digit account level:
5. Double click on EXPENDITURES.

The DSS displays the three-digit accounts.
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DSS-Basics

NOTES

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] 8] x]
E File Edit “iew Insert Explore Fomnat Tools Window Help - |ﬁ'|1|

DSRS0 & |w|mE]@)] (@] | [0 o]0 a2l i ]

= il [ Budzet Type | [[EXPENDITURES | [ Grant vear | [[14160 OSC.GENERAL | | OSC Cost Certers | [ Fv 2002 | | Fiscel Period | | MESURES |‘
¥TD CERT BUDGET

July August Septemhber Cctober Movember December J

a

531 PERSONAL SERVICES 0.00 000 0.00 0.00 0.00 000 &
532 PURCHASED SERVICE! 0.00 n.ao 0.00 0.0n 0.oo 0.00 &
533 SUPPLIES 0.00 n.ao 0.00 0.0n 0.oo 0.00 &
534 PROPERTY, PLANT ANC 0.00 000 0.00 0.00 0.00 000 &
535 OTHER EXPEMNSES & Al 0.00 n.ao 0.00 0.0n 0.oo 0.00 &
538 INTRAGOVERMMEMTAL 0.00 n.ao 0.00 0.0n 0.oo 0.00 &
EI| o]

For Help, press F1.

Dizplay Optionz. ..
Format Categories 4
Heramellabell E

Diill Up
Lrill Crowun

Standard
b v Indented 1
Indented 2

To change layout to standard:
6. Right click the mouse. A pop-up menu will appear.
7. Position the cursor over Crosstab Layout.

8. Click on Standard.
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Nesting in Explorer

The DSS changes the crosstab layout to standard.

NOTES

E‘| File Edit “iew Insert Egplore Fomat Tools Window Help ;Iilll
D[S|Q[S[R[o | & [w|m]@)] 2[R 6 oo ]
= il [ Bucget Type | [[EXPENDITURES ) | Grant ear | [14160 05C-GENERAL ) | OSC Cast Canters | | F 2002 | | Fiscal Period | | MEASURES | |
YTD CERT BUDGET
July August September October Mavember Decemhber Janua
i)
531 PERSOMAL SERVIC 0.00 0.00 0.00 0.an 0.00 000 000
532 PURCHASED SERY 0.00 0.00 0.00 0.an 0.00 000 000
533 BUPFLIES 0.o0o0 0.00 0.00 0.00 0.00 0.00 - 000
534 PROPERTY, PLANT 0.00 0.00 0.00 0.an 0.00 000 000
535 OTHER EXPENSES 0.00 0.00 0.00 0.an 0.00 000 000
538 INTRAGOVERNMER 0.00 0.00 0.00 0.an 0.00 000 000
EXPENDITURES 0.00 0.00 0.00 0.00 0.00 0.00 © 0.00
ETM| 0

Far Help, press F1.

WALKTHROUGH: Drilling Down on a Nested Column

and Swapping Nested Levels

SCENARIO

Your manager wants a new version with MEASURES nested beneath
the month of August.

Walkthrough Objectives:

O  Drill down to the month of August.

O  Swap the column nesting.
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Nesting in Explorer

NOTES

* PowerPlay - [14xbudgt.ppr of 14xbudgt (Explorer)] MmEIES

E] Fie Edit “iew |nset Egzplore Format Took Window Help

=151

DSRS0 & [w|m]@)] 2|6 (5] | [ o lma sl |ix] a8

= Ll Budget Type | || EXPENDITURES ] | Grart Yeor | |[14150 OSC-GENERAL | | OSC Cost Centers | | FY 2002 | | Fiscal Period | | MEASURES ||

For Help, press F1.

To drill down on the nested column of August:

5. Double click on August.

The DSS displays data only for the month of August.

YTD CERTBUDGET
July August September October Maovernber December Janua
v
531 PERSONAL SERVIC 0.o0 0.00 0.00 0.00 0.00 000 0.00
532 PURCHASED SERY 1] 0.00 0.00 0.00 0.00 0.00 0 0.00
533 SUPPLIES it} 0.00 0.00 0.00 0.00 000 0.00
534 PROPERTY, PLANT 0.o0 0.00 0.00 0.00 0.00 000 0.00
535 OTHER EXPEMNSES 0.o0 0.00 0.00 0.00 0.00 000 0.00
538 INTRAGOVERMNMER o.oo 0.00 0.00 0.00 0.00 000 0.00
EXPENDITURES 0.00 0.00 0.00 0.00 0.00 0.00  0.00
August
EIl| o

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Explorer]] =& x]

E File Edit “iew Inset Egplore Fomat Took ‘Window Help ==
NSRS | & |w|E@] 2|2 | [ e8] na a1 ] |
= Ll [ Budget Type | [ EXPENDITURES | | Grart vear | (14150 OSC-GENERAL ) | OSC Cost Carters | | F¥ 2002 | [ August | | MEASURES ||
¥TD CERT YTDAUTH ¥TD MTD ACTUAL GTD ACTUAL YTDFISCAL  Unexp
BUDGET BUDGET ENCUMBRAMNC ACTUAL Cert
August August August August August August Lugus
t
531 PERSOMNAL SERVIC 0.00 0.00 0.00 416,146.42 062,644.08 G62,644.05 B
532 PURCHASED SERV 0.00 000 | 117947281 432,825.01 991,103.22 891,103.22 |t
533 SUPPLIES 0.00 0.00 9,317.84 658,86 1,244.81 1,244.81 |
534 PROPERTY, PLAMT 0.00 0.00 19,256.61 417.03 Ta0.78 TA0.75 |Hea
535 OTHER EXPENSES 0.00 0.00 763.69 320,60 2,898.22 2,998.32 |
538 INTRAGOVERMNMEM 0.00 0.00 0.00 452.00 452.00 452,00 |HEE
EXPENDITURES 0.00 0.00 1,208,810.95 $50,819.92 1,859,233.11 1,859,233.11 %
ETH| i
For Help, press F1.
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NOTES

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]] M=
E File Edit “iew |nzert Ezplore Fomat Tools ‘Window Help - |ﬁ'|1|

== B N = S A R S T A A PN T

= LI Budget Type | FE}{PENDITURES? Grart Year | [raten OSC-GENERAL | Bsc Cost Certers | [ Fv 2002 | [ August | mEASURES ||

YTD CER R YTD AUTH NTD MTD ACTUAL QTD ACTUAL YTOFISCAL  |Unexp
BUEED BUDGET EMCUMBRAMC ACTUAL Cert

531 PERSOMNAL SERVI 0.00 0.00
532 PURCHASED Sk 0.00 0.00
533 SUPPLIES 0.00 0.00
434 PROFPERJPY, PLAMT 0.00 0.00
535 OTHEW EXPEMNSES 0.00 0.00

538 IN 0.00 0.00
EXP;I(DITURES 0.00 0.00 1,208,810.95 850,819.92

/

Cursor as arrow
with a Label Box

Y| =l
'vTD CERT BUDGET. August

To swap column nesting:

6. Click on the column label August to select it. Release the mouse
button.
7. Click and hold on the column label August. The cursor appears as

an arrow with a label box below it.

8. Move the cursor upwards and release it when it is directly on top of
a MEASURES label.
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Nesting in Explorer

NOTES

The DSS swaps the column nesting.

* PowerPlay - [14xbudgt.ppr of 14xbudgt (Explorer]] mEE

Efile Edit Wiew Inset Ezplore Format Tools ‘Window Help

=B8]

D (ISR | & |w|em] 24 [R] | [ o] naaita] e Lo ] |

AugustYTD CERT BUDGET

= ﬂ Fjudget Type | | EXPENDITURES | Eram ear | | 14160 OSC-GENERAL | Bsc Cost Centers | [ Fy 2002 | [ august | mEASURES |
T YTD AUTH ¥TD MTDACTUAL | QTDACTUAL  YTDFISCAL  Unexp
BUDGET BUDGET | ENCLMBRANC ACTUAL Cert
531 PERSONAL SERVIC 0.00 0.00 0.00 418,146.42 862,644.08 BB2G44.08
532 PURCHASED SERY 0.00 0.00 1,179472.81 43282501 991,103.22 99110322 e
533 SUPPLIES 0.00 0.0 931784 658.86 1,244 .81 124481 HEER
534 PROPERTY, PLANT 0.00 0.00 18,356.61 417.03 79078 7078
535 OTHER EXPENSES 0.00 0.00 76369 320.60 2,998.22 2998.22 B
538 INTRAGOVERMMER 0.00 0.0 0.00 452.00 45200 45200  HEAR
EXPENDITURES 0.00 0.00  1,208,810.95 850,819.92 1,859,233.11  1,859,233.11 smsss
I IO

The following activity is designed to provide practice adding levels of nest-
ing to a DSS Report in the Explorer mode. The following scenario estab-
lishes a situation similar to one that employees might encounter in the

workplace.

ACTIVITY: Nesting in Explorer Mode

SCENARIO

You are a manager at your agency and you want to review monthly
expenditures to the three-digit level for your budget codes.

Use the Budget Code Control Report to view the data on expenditures.
Add Budget codes/Funds as a left row nesting and drill down to the
three-digit account level. Filter for the current fiscal year. Add months
as a column nesting.

After creating your report, save it as Nesting Explorer.ppr.
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Activity Objectives: NOTES

Open the GL Budget Code Control Report.

Filter for the current fiscal year.
Drill down to the three-digit expenditure level.
Add the BUDGET CODES/FUNDS as a left row nesting.

Add Fiscal Period as a bottom column nesting.

o a o a a

Save the report as Nesting Explorer.ppr.

For assistance with this activity, refer to the Steps for Completing the
Activity on Nesting in Explorer Mode and the Sample Solution on the fol-
lowing pages or ask the instructors for help.

Sample Solution for the Activity on Nesting in
Explorer Mode

* PowerPlay - [NestingE xplorer.ppr of 14xbudagt [E xplorer]]

% Fe Edt Vel

et Epplore Fo Toolz Window Help

Saveas ||i(B[0 o & )l sl (R | [ el 08]ba e ]
EX':ESI’ZT.%F)I‘ ﬁ:l 0z | Budget Type UEHTDENDITURES ! Bram Vear | faudget CodesFunds | Bsc Cost Centers | | P 2002 | F}scal Periad | mEASUREs | ‘
D CERT BUDGET j
July August Septembear October Movermnber December
14180 531 PERSONAL 0.00 0o 0.00 0.40 0.00 0.00
QECDENERAL | 233 pURCHASE 0.00 0. 0.00 u.&u 0.00 0.00
Budget Cube 533 SUPPLIES 0.00 0.00 0.00 Filtered for | 0.00
534 PROPERTY, 0.00 0.00 0.00 current fiscal |on 0.00
535 OTHER EXP 0.00 0.00 year 00 0.00
538 INTRAGOVE 0.00 0.00 T pili 0.00
0.00 0.00 0.00 0.00 0.00
24180 531 PERSOMAL 0.00 0.00 0.00 0.00 0.00
OSC-EPECIAL 533 pURCHASE 0.00 0.00 0.00 0.00 0.00
533 SUPPLIES 0.00 0.00 0.00 0.00 0.00
Budget codes/ 534 PROPERTY, 0.00 0.00 0.00 0.00 0.00
funds as left 535 OTH P oo ety 0.00 0.00 0.00
row nesting 538 INTRAGOVE Three-digit Months P 0.00 0.00 4]
] expenditure nesting 0
14160 05C-GENERAL EXPENDITURES accounts
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NOTES Steps for Completing the Activity on Nesting in
Explorer Mode

To open your agency’s GL Budget Code Control report from the
Agency Management Analysis Select Menu:

1. Click on the down arrow beside Please Pick an Agency Below to
get a list of agencies available to you.

2. Click on the scroll bar until your agency is visible.
3. Click on your Agency from the drop-down menu.
4. Click on the down arrow of the VIEWS list box to display a drop-

down list of available Explorer reports.

5. Click on GL Budget Code Control to select it from the Explorer
reports list box.

6. Click on the Launch button.

To select the database:
7. Click on the OK button.

8. Select your Agency xbudgt.mdc cube (database) from the list of
file names in the Choose a Local Cube window.

9. Click on the OK button.

To resize the dimension line:

10.  Position the cursor on the edge of the dimension line until a double
headed arrow appears.

11.  Click and drag the dimension line until it is doubled in size.

To filter dimension for year:

12.  Position the cursor over Fiscal Year on the dimension line to open
the dimension list.

13.  Click on the current fiscal year.
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To drill down to the three-digit expenditure level: NOTES
14. Double click on EXP + ADJ TO CASH.

15.  Double click on EXPENDITURES.

To add BudgetCode/Fund as a left row nesting:

16.  Click and hold on your Agency BUDGET CODES/FUNDS to the
left of the row labels.

17. Drag your Agency BUDGET CODES/FUNDS to the left of the row
labels. A long bar appears where the nesting will occur. Release the
mouse button.

To add months (Fiscal Period) as a column nesting:
18. Click and hold on Fiscal Period on the dimension line.

19. Drag Fiscal Period to the bottom of the column labels. A long bar
appears where the nesting will occur.

To save the custom report:
20. Click on File on the menu bar.
21.  Click on Save As from the File drop-down menu.

22.  Type Nesting Explorer in the File name box of the Save As dialog
window.

23.  Select the directory c:\ncasdss\custom from the Save in dialog
window, if not already selected.

24. Click on the Save button.

To Exit Explorer:

25.  Click on the upper right [,
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Nesting in Explorer

NOTES SUMMARY

This section of the handbook introduced the concept of nesting. The walk-
throughs demonstrated DSS tools and techniques for adding nesting to
data presentations and drilling down through nesting. You learned to:

Add nesting to rows and columns for accounts, month or other dimen-
sion.

Nest in multiple levels.

Drill down and up on nestings.
Remove levels of nesting.
Swap nested levels.

Format nesting.
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Creating Custom Reports (Reporter Mode)

Nesting
Dimensions

NCAS & Accessing Adding

DSS Overview & Viewing Layers

DSS Data (Explorer Mode)

Creating Modifying Formatting,

Custom Custom Reports Printing

Reports (Reporter and
(Reporter Mode) Mode) Exporting

Overview of the DSS Reporter

The DSS provides a tool called Reporter for creating detailed financial
reports. With Reporter, users can:

Make calculations with the data.

Display details of more than one dimension on a row, column, or
layer.

Add or delete rows, columns, and layers.
Move rows, columns, and layers.

Create groupings of related dimension points.

The walkthroughs in the following sections demonstrate the use of
Reporter and emphasize the differences between Explorer and Reporter.
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Comparison of Explorer and Report Modes
The DSS Modes Applications Functions
Explorer Quick Analyses Drill down
Simple Data Presentations Drill up
Delete measures
Isolate data
Format
Nest
Highlight exceptions
Reporter Detailed Reports Drill down
Summary and Detail Presentations Drill up

Delete any dimension
Move

Calculations

Add categories
Format

Nest

Subsets

Sort/Rank

Highlight exceptions

It is possible to go from the Explorer Mode to the Reporter Mode or the
Reporter Mode can be opened through the Agency Management Analysis
Select Menu by selecting a report from the drop-down menu.

Changing to Reporter Mode

The following walkthrough demonstrates how to open Reporter from
Explorer.

WALKTHROUGH: Opening Reporter from Explorer

SCENARIO

You are a manager at the OSC. You frequently need to review your

expenditures and revenues and want to create a customized report for
automatic data updates. You decide to base your customized report on
the Budget Code Control Report.

Walkthrough Objectives:

0
0

Toggle to the Reporter mode.

Open the Budget Code Control Report for OSC.
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To open Reporter from Explorer: NOTES
1. Open the GL Budget Code Control Report for OSC.

Note that the DSS automatically opens this report in Explorer mode.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Explorer]]

E‘| File Edit “iew Insert Explore Fomat  ToolsWwindow Help =&l x|
D[RS | & [w|e]@] 2]k |R]| [ o] b || 2] 1 ] e
£ | 140s¢c I E;udget Type | ﬁccnums | Eram Year N‘F.l\udget Codes/Funds I BSC Cost Centers I F\iscal ‘fear I mscal Periad I mEASURES ||

Y¥TD CERT YTDALUTH YTD MTDACTUAL | QTD ACTUAL YTDFISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUMBRANC ACTUAL
EXP +ADJTOC| 197,873,871.00 | 222118,975.00 | 14\59,531.97 | 1506571625 | 39,521,588.46  133,678379.86 | 6419549112
REV+ADJTOC| 2240021300 @ 33,748,317.00 0.00 223,18.97 9,033,182.40 | 35790,344.82 | {13,390,131.83)
BUDGETARY Ar|dRbanaRRtE | 155, 7H0,350.32 0.00 0.00 n.0o 0.00 | REaRERRHER

Accounts 64,504,724.67 | 411,637,651.33 14,159,5%9? 17,206,935.22 | 48,554,770.86 | 169,468,724.70 | ixuussiinsnny

\

Explorer mode

EIM|

For Help, press F1.

2. Click on the Explorer < -- > Reporter (toggle) button in the toolbar.
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NOTES

The DSS toggles to the Reporter mode.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]]

E] File Edit “iew |nsert Explore Calculate Format §

ool:  Window Help

DS S| - | & |w|EE] 5]

15 8 b |

£ 14 03c I Gudget Type | Rccounts | ﬁrant ear | El\ud\et Codes/Funds | ESC Cost Centers | F\iscal ‘fear | F\iscal Feriad | mEASURES ||
YTO CERT YTD AUTH D MTDACTUAL | QTDACTUAL YTOFISCAL | Unexp Cert Amt
BUDGET BUDGET EMCLUMQRANC ACTUAL
EXP +ADJTOC) 197,873,871.00 | 222118 975.00 | 14158 591.97 | 150685716.25 | 39,521,588.46 | 133,678,379.88 | 64,195441.12
REV+ADJTOC| 22,400,213.00 | 33,749,317.00 u 2231,118.97 9.033,182.40 | 35780,344.82 | (13,390,131.82)
BUDGETARY A |aRaRaaenna | 165,769,350.33 0. n.oo 0.00 0.00 | ERRRRRaRRRa
Accounts 64,504,724 67 | 411 637 651.33 | 1415953197\ 17,296,93522 | 48,554 770.06 | 169,468,724 70 HaReRRaaaanr
Reporter mode
I

For Help, press F1.

The Reporter mode screen looks very similar to the Explorer mode
screen. Notice that the menu bar contains one new function, Calculate.
You will notice later that the Dimension Viewer toolbar contains new but-

tons.

When Reporter is accessed from Explorer, the rows, columns, and lay-
ers that were arranged in Explorer appear in Reporter.

The summary row information in Explorer is displayed as the bottom
row in Reporter. The summary rows and columns that migrate to
Reporter mode function for drilling down.
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* PoweiPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] MEE
E File Edit “iew Insert Egplore Calculate Format Tools  MWindow Help - |5|1|

D|{RIS(r - | & [we]=]e] 2l (2] | (69 03] o | |

= ﬁm El\udget Type | Rccourﬂs I Erarﬂ Year | Gudget Codes/Funds I BSC Cost Centers I F\iscal ‘fear I F\iscal Period I mEASURES ||
¥TD CERT YD AUTH ¥TD MTDACTUAL | QTD ACTUAL YTOFISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUMBRANC ACTUAL
EXP + ADJTO (| 187 873,871.00  222118875.00 | 14159863197 | 15065 716.26 | 3952158846 | 13367837988 | 6419549112
REY +ADJTO (| 22400,213.00  33,749,317.00 0.00 2231897 9,033,182.40 | 35,7080,344.82 | (13,390,131.82)
BUDGETARY A [#RRRRaRRnRer | 155,769,359.33 0.00 0.00 0.00 0.00 | sRRRRRRRRaea
Accounts ?4‘504,?24.67 411,637 651.33 | 1415983197 | 17296935.22 | 4855477086 | 160,468 724.70 |sRRRasRRRaRR
Previous
summary row
information
EI| =

For Help, press F1.

Drilling down is used to uncover detailed financial information in reports.
Unlike Explorer, however, drilling down in Reporter adds details without
removing summary (parent) points.

Drilling in Reporter Mode

The following walkthrough demonstrates how to drill down through differ-
ent dimensions of a report.

WALKTHROUGH: Drilling Down in a Reporter Report

SCENARIO

In order to create your customized report, you decide to filter the data
for fiscal year and month and then drill down on expenditures and rev-
enues to uncover more details. You first resize the dimension line.

Walkthrough Objectives:

O  Resize the dimension line.
O  Filter for the fiscal year 2002.

O  Filter for the month of July.

O Drill down to a detailed expense account (532441).
d

Drill down to a detailed revenue account (435600).
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NO TES 1. Resize the dimension line:

To filter for the fiscal year:

2. Position the cursor over Fiscal Year on the dimension line.

3. Click on 2002 from the dimension list.

To filter for the month:

4, Position the cursor over Fiscal Period on the dimension line.

5. Click on July from the dimension list.

Filtering removes unnecessary information so only the information that
you need is in your report. Usually the month, year, and budget code

are filtered.
* PowerPlay - [14xbudgt.ppr of 14xbudagt [Reporter]] =] =]
E] File Edit “iew Insert Egplore Calculate Fomat Tools  Window Help _Iﬁllﬂ

D|S(RIS|R[o| & (@] 5[] | [ o8] |l x| 1]

&7 14 05c | | Budget Type | [ Accounts | | Gran vesr | | Budyet CodesiFungs | | O5C Cost Centers | [ Fr 2002 ] Couty | [ mEasUREs |
¥TD GERT ¥TD AUTH ¥TD MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp Cen Amt
BUDGET BUDGET EMCUMBRAMC ACTUAL
EXP + ADJTO € 0.00 000 127821815 | 100841319 1,00841319] 1,000,41319 | (1,000,413.19)
REV + ADJ TO ( 0.00 0.00 0.00 38,341.45 36,341.45 38,341.45 (38,341 45)
BUDGETARY &| (1,280,000.00) |  1,280,000.00 0.00 0.00 0.00 0.00 | (1,280,000.00)
Accounts {1,260,000.00) | 1,280,000.00 | 1,27821815 | 1,046,754.64 | 1,04675464 | 1,046,754 64 | (2,326,754.64)
EI| 0

For Help, press F1.

To drill down on an expenditure account:

6. Double click on EXP + ADJ TO CASH.
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Drilling down on a parent category reveals the children categories.
Drilling down gives you more detail about your category. In Reporter,
when you drill down, all children categories are added and the parent
category also remains on the report. In Explorer, drilling down results in
the parent category being replaced by the children categories.

The DSS inserts and highlights rows of detailed data below the summary
point (parent).

Notice that the detail accounts are not isolated. In Reporter, drilling down
does not simplify data by eliminating other data. When using Reporter,

detailed revenue and expenditure accounts can be displayed on the same
report.

Notice that the detailed accounts that were drilled down are highlighted.

* PowerPlay - [14xbudgt ppr of 14xbudgt [Reporter]] mEE
E File Edit “iew Inseit Egplore Calculate Format Tools Window Help _|5 5'

D[ S|=IS(R [ | & | |20 o[ [R] [0 o |0 o]l d]

27| 1405 | [ Bugget Type | | Accounts | | Grant vear | | Buaget CodesFunds | | OSC Cost Centers | | F 2002 | [ MEASURES |
¥TD CERT ¥TD AUTH D MTDACTUAL | QTDACTUAL | YTD FISCAL
# BUDGET BUDGET | ENCUMBRANG ACTUAL
ExP + ADJRO CASH 0.00 000 | 1,278218.15| 100841319 | 100841319 1,008413.19
EXPENDITURES 0.00 000 1,278,218.15 | 100841319 | 1,00841319 | 1,008,413.18
ADJUSTMENTS TO CASH - EXP 0.00 0.00 0.00 0.00 0.00 il
REV + ADJ TO OgsH 0.00 0.00 0.00 38,341.45 36,341 45 38,341.45
BUDGETARY ACQOUNTS 80,000.00) | 1,280,000.00 0.00 0.00 0.00 0.00
Accounts {1,2808Q0.000 | 1,280,000.00 | 1,278218.15 | 104675464 | 1.046,754.64  1,046,754.64
Summary point/ Detail pOintS/
parent category children
LT o

ExP +ADJ TO CASH

7. Position the cursor over EXP + ADJ TO CASH. The cursor

becomes a plus sign with an up arrow EHJ . This shows that EXP +
ADJ TO CASH is a parent category and can be double clicked on to
drill back up.

NOTES
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NOTES To continue drilling down on expenditure accounts:
8. Double click on EXPENDITURES.
9. Double click on 532 PURCHASED SERVICES.

10.  Double click on 5324 MAINTENANCE AGREEMENTS.

* PowerPlay - [14xbudgt ppr of 14xbudgt [Reporter]] M=
E] File Edit “iew |Insert Ewplore Calculate Format Tools ‘Window Help _Iﬂlﬂ

e B N =S R R M AR T

[= F}o?l Buuget Type | ﬁccoums | Eram Vet | Buuget Codes/Funds | ﬁsc Cost Certers | [ F 2002 | mEASURES |
YTD CERT YTD AUTH YD MTD ACTUAL QTDACTUAL | Y ﬂ
BUDGET BUDGET ENCUMBRAMNC T
ExP + ADJTO CASH 0.00 0.00 . 1,008,413.19 &
EXPEMDITURES 0.00 0.00 Summary pOInt/ 1,008413.19 &
531 PERSOMAL SERVICES 0.00 parent Category 446,497 66 B
532 PURCHASED SERVICES g 0.00 T T T 858,278.21 |B
5321 PURCHASED CONTRACTUAL SE 0.00 0.00 T17,8938.00 30,936.05 30,936.05 |8
5323 REPAIR SERM 0.00 0.00 0.00 67.50 67.50 |8
5324 MAINTEMNAN REEMEMNTE 0.00 0.00 17,174,862 226,021.70 226,021.70 R
532430 0.00 0.00 0.00 0.00 0.00 | &
0.00 0.00 e
0.00 0.00 u
0 0.00 0.00 0.00 0.00 0.00 |8
325 RENTALSILEASES 0.00 0.00 525,268.09 46,857.18 46,857 19 |8
5337 r / 0.00 0.00 12,500.00 1,590.04 1,590.04 |8
e Detail points/ BEEP S o - S o - _4l|
5324 MalM Children /

To explore the results:

1. Position the cursor over 532441 MAINT AGREEMENT-SOFT-
WARE. Notice that the cursor is an arrow.

w

When the cursor is positioned over a detailed account, its shape
changes to an arrow, indicating that the detailed account cannot be
drilled further.

To drill to lowest level of a revenue account:

12.  Scroll down to REV + ADJ TO CASH.

13.  Double click on REV + ADJ TO CASH.

14.  Double click on REVENUES.

15.  Double click on 435 FEES, LICENSES AND FINES.

16.  Double click on 4356 REGISTRATION FEES.
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You know you have reached the lowest level of the revenue account NOTES
because, when you put your cursor over the highlighted accounts, the cur-
sor changes to an arrow.

* PowerPlay - [14xbudgt ppr of 14xbudgt [Reporter]] =] ]
E| File Edit View |nzert Egplore Calculate Fomat Tools  Window Help - |ﬁ'|1|

D|S|RIS@]o| &]elm@] s(R] | o] i -] |
[ 14 0 || Budget Type || Aocourts | | Grart vear | | Busgst CodesiFunds || 05C Cost Centers | [ Fv 2002 ] oty | [ ERsURES |

MTD ACTUAL QTD ACTUAL YTOFISCAL | Unexp Cert Amt | Unexp Auth Amt B

ACTUAL
535 OTHER EXPENSES & ADJUSTMENTS 267762 . (267762 (2677.682
538 INTRAGOVERNMEMNTAL TRAMNSACTION Summary po'ht/ 0.oo 0.oo
ADJUSTMENTS TO CASH - EXP parent Category 0.oo 0.oo
REV + ADJ TO CASH 48,341.45 38,341 .45 (38,341.45) (38,341.45)
REVEMUES 38,341.45 38,341 .4 (38,341.45)
Scroll bar | i

434 BALES, SERVICES, & RENTALS 145.00 15.0 (15.00)

435 FEES, LICENSES AND FINES 0.00 0.00 0. - 0.00
4356 REGISTRATION FEES 0.00 0.00 0.00 0.oo 0.00

4358 TUITION AMND FEES 000 0.00 0.00 0.oo 0.00

437 MISCELLANEOUS Detail points/  |L 0.00 0.00 0.00
438 INTRA GOVERNMENTAL TRANSACT children 6.5 3832845 (38328485 (3832845 | |
ADJUSTMENTS TO CASH - REY 0.00 0.00 0.00 0.00
e | B R Reee I
] i

4356 REGISTRATION FEES

To review the results:

17.  Position the cursor over 435600 REGISTRATION FEES. The cur-
sor becomes an arrow, which signifies 435600 is a detail point.

You have successfully created a report that is filtered for fiscal year and
month, and shows details in revenue and expenditure accounts. Use the
scroll bar to scroll through the accounts in this report.

The DSS Reporter provides methods for drilling up to summary dimension
points on rows, columns and layers. The DSS techniques presented in the
following walkthrough are used throughout this course.

WALKTHROUGH: Drilling Up in Rows

SCENARIO

After drilling down to uncover details, you want to review the data at a
more summarized level. You decide to drill up one level on the detailed
accounts.
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NOTES Walkthrough Objectives:

O  Drill up to the summary 4-digit Level.

To drill up on the detail accounts:

1. Scroll down to the 4356 accounts.
* PowerFlay - [14xbudgt_ppr of 14xbudgt [Reporter]] &3]
E] File Edit “iew |nsert Explore Calculate Fomat Tools Window Help ;Iilﬂ

D|S(RIS|R o | & |we|e(@] & ||| | [0 o] a1 | ] |
2] 15.05C | | Budget Tvpe | | Accourts | [ Grant vear | | Budest Codesiunds | | OSC Cost Certers | [ FY 2002 | MEASURES |

MTD ACTUAL QTD ACTUAL YTOFISCAL | Unexp CertAmt | Unexp Auth Amt B

ACTUAL

535 OTHER EXPENSES & ADJUSTMENTS 267762 267762 267762 (2677 B2 (2,677 B2
538 INTRAGOVERNMENTAL TRANSACTION 0.00 0.00 0.00 .00 0.00
ADJUSTMENTS TO CASH - EXP 0.00 0.00 Summary/ 0.00
REV + ADJ TO CASH 38,341.45 38,341.45 3| parent account | @834145)
REVEMUES 38,341.45 38,341, (38,341.45)
434 SALES, SERVICES, & RENTALS 15.00 15.00 15.00 {15.00) {15.00)
435 FEES, LICENSES AMD FINES 0.00 0.00 0.00 0.00
4356 REGISTRATION FEES 0.00 0.00 0.00 0.00 0.00
435600 REGISTRATION FEES 0.00 o.0n n.0a 0.00 0.00
4358 TUITION AND FEES 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00

Peta”ed/ RANSACTION 38,326.45 38,336.45 38,326.45 (38,326.45) (35,326.45) | |
child account 0.00 0.00 0.00 0.00 0.00

4356 REGISTRATION FEES

2. Position the cursor over 4356 REGISTRATION FEES. Notice it
becomes an up arrow plus sign. This means this is a parent/sum-
mary point and can be drilled up.

3. Double click on 4356 REGISTRATION FEES. Notice that the high-
lighted, detailed/child, accounts disappear.

The DSS drills up on the 4356XX accounts.
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E] File Edit “iew |nsert Epplore Calculate Format Tool: Window Help ;Iilll
D[S|=ISIR] | & w2 s |R] (6 o]t |l ] |
[ 14 03¢ | | Buset Tvpe | | Accourts || Grent vear | | Buset CodesiFunds | | OSC Cost Centers | [ Fr 2002 | [ MEAsRES |
MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt | Unexp AuthAmt | |20
ACTUAL
538 INTRAGOVERNMENTAL TRANSACTION 0.00 0.00 0.00 0.00 0.00
ADJUSTMENTS TO' CASH - EXP 0.00 0.00 0.00 0.00 0.00
REV + ADL TO CASH 38,341 45 38,341.45 38,341.45 (38,341.45) (38,341 .45)
REVEMUES 38,341 45 38,341.45 38,341.45 (38,341.45) (38,341 .45)
434 SALES, SERVICES, & RENTALS 15.00 15.00 15.00 {15.0) {15.00m
435 FEES, LICENSES AND FINES 0.00 0.00 0.00 0.00 0.00

For Help, press F1.

4358 TUITIOM AND FEES 0.0n 0.00 0.00 0.0 0.00

437 MISCELLANECQUS 0.0n 0.00 0.00 0.0 0.00

438 INTRA GOVERNMEMNTAL TRANSACTION 3832645 38,326.45 38,326.45 (38,326.45) (38,326.45)

ADJUSTMENTS TO CASH - REV 0.0n 0.00 0.00 0.0 0.00

BUDGETARY ACCOUNTS 0.0n 0.00 0.00 (1,280,000.00% 1,280,000.00
Accounts 1,046,754 64 1,046,754.64 1,046,754 84 | (2,326,754 64) 23324538 j
& moy

You can drill up on any hierarchy on which you have drilled down. If you
perform successive drill downs, you must drill up in the same order as
the drill down so that the detail rows disappear. Also, if you move the
child categories after drilling down, you can no longer drill up on the
moved categories. It is not necessary to highlight detailed accounts to
be able to drill up on the parent account.

To drill up on the 5324 detail accounts:

4. Scroll up to the 5324 accounts.

5. Position the cursor over 5324 MAINTENANCE AGREEMENTS.
Notice it becomes an up arrow plus sign. This means this is a par-
ent/summary point and can be drilled up.

6. Double click on 56324 MAINTENANCE AGREEMENTS. Notice that
the detailed/child 5324 accounts disappear.
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NOTES The DSS drills up on the 5324XX accounts.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] 8] x]

E]Eile Edit “iew Insert Explore Caloulate Fomat Tools Window Help =2 x|

D|2(E[S[R]o| & |w|E@] 2|6 (R] | [ o8] et a] |

= m E;udget Type I ﬁccounts I ﬁrant ear I E;udget Codes/Funds I BSC Cost Centers I | P 2002 | m\ml
MTD ACTUAL ATD ACTUAL YTOFISCAL | Unexp CertAmt | Unexp Auth Amt B
ACTUAL

531 PERSOMNAL SERVICES 446,497 6B 446,497 66 445,497 6B (446,497 BE) (446,497 6E)
532 PURCHASED SERVICES 568,278.21 558,278.21 568,278.21 (558,278.21) (558,278.21) -

5321 PURCHASED CONTRACTUAL SERYI 30,936.05 30,936.05 30,936.05 (30,936.05) (30,936.05)

5323 REFPAIR SERVICES 67.50 67.50 67.50 (67.50) (67.50)

AGREEMENTS 7o 1.70 : 7o (: m ( )

5325 RENTALSILEASES 46,857.14 46,857.19 46,857.14 (46,857.19) (46,857.14)

5327 TRAVEL & OTHER EMPLOYEE EXPE! 1,590.04 1,590.04 1,5490.04 (1,530.04) (1,530.04)

5328 COMMUNICATIONS AND DATA PROC 252,454.93 252,459.93 252,459.93 (252,459.93) (252,459.93)

5329 OTHER SERVICES 345.80 345.80 345.80 (345.80) (345.80)

533 SUPPLIES 585.95 585.95 585.95 (585.95) (585.95)

534 PROPERTY, PLANT AND EQUIPMENT 37374 37375 37375 (373.75) (373.79)

535 OTHER EXPENSES & ADJUSTMENTS 2677.62 2,677.62 2,677.62 (2,677.682) (2,677.62)

538 INTRAGOVERNMENTAL TRAMSACTION 0.00 0.00 0.00 0.0o 0.00
a e e _|_>|LI

5324 MAINTEMANCE AGREEMENTS

Since drilling down in a report does not result in eliminating extraneous
data, any unnecessary data may be deleted in a separate step.

Deleting Data in Reporter Mode

In Reporter, users can delete data in rows, columns, layers, or all at once.
The following walkthrough demonstrates techniques for deleting data in
rows and columns.

WALKTHROUGH: Deleting Data in Rows
and Columns

SCENARIO

You decide to delete certain rows of data and a column of data. How-
ever, after scrolling through the accounts in this report, you decide that
you would rather start from scratch than to change this report. The first
step in creating your new customized report is to delete the rows and
columns to give you a fresh start.
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Walkthrough Objectives: NOTES
O Delete rows for accounts 5325 through 5329.

a Delete the column for Unexp Cert Amt.

a Delete ALL from the report.

To delete contiguous rows from a report:

1. Click on row label 5325 RENTALS.LEASES.

2. Press and hold down the key.

3. Click on 5329 OTHER SERVICES.
4. Release the key.
5. Press the key.
The DSS deletes the highlighted rows.

D|S(RIS[R|o | & [w|E@] 2[R | [ |08 bl a1 | 1| 0]

= ﬁ}o?l Eiudget Type | ﬁccoums | ﬁram Year | Eiudget Codes/Funds | BSC Cost Centers | [ Fy 2002 | mEASURES |
MTDACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt | Unexp Auth Amt | =)
ACTUAL

531 PERSOMAL SERVICES 446,497 66 446,497 66 446,497.66 |  (446,497.66) |  (445,497.66)

532 PURCHASED SERVICES 558,278.21 558,278.21 558,278.21 (658,278.21) | (558,278.21) |

5321 PURCHASED CONTRACTUAL SERVI 30,936.05 30,936.05 30,936.05 (30,936.05) (30,936.05)

5323 REPAIR SERVICES 67.50 67.50 &7.50 (67.50) (67.50)

5324 MAINTENANCE AGREEMENTS 326,021.70 326,021.70 326,021.70 | (226,021.70) |  (226,021.70)

533 SUPPLIES 535.95 535.95 535.95 (585.95) (585.95)

534 PROPERTY, PLANT AND EQUIPMENT 37375 37375 37375 (373.75) (373.75)

535 OTHER EXPENSES & ADJUSTMENTS 267762 267762 267762 (2,677.62) (2,677.62)

538 INTRAGOVERNMENTAL TRAMNSACTION 0.00 0.00 0.00 0.00 0.00
ADJUSTMENTS TO CASH - EXP 0.00 0.00 0.00 0.00 0.00
REY + AD.J TO CASH 38,341.45 38,341.45 38,341.45 (38,341.45) (38,341.45)
REVEMUES 38,341.45 38,341.45 38,341.45 (38,341.45) (38,341.45)

434 GALES, SERVICES, & RENTALS 15.00 15.00 15.00 {15.00) {15.00)

e _|_>|j

538 INTRAGOVERNMENTAL TRANSACTIONS

To select contiguous or adjacent categories:

«  Click on the first item and continue to hold down the key.
»  Press and continue to hold down the key.
* Click on the last item.

» Release the key.
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NOTES To delete data in a column:

6. Click on the horizontal scroll bar to scroll to the Unexp Cert Amt col-

umn.

7. Click on the column label Unexp Cert Amt to highlight the column.

8. Press the key.

In Reporter, isolate data by deleting extraneous information or by drill-
ing up, not by drilling down.

The DSS deletes the column.

* PowerPlay - [14xbudgt_ppr of 14xbudgt [Reporter]] mEE

E‘| Fie Edit “iew Inset Esplore Calculate Format Tools Window Help

=181

D|S|RISIR[o| & w22 22| | o] bbb || |

[ 14 08¢ | [ Busget Tvpe | [ Accourts || Grant vesr | | Busuet Codesfunds | | 05C Cost Centers | [F 2002 | [ vERS0RES |

YTD MTDACTUAL | GTDACTUAL | YTDFISCAL |Unep AuthAmt| |2
EMCUMBRANC ACTUAL
531 PERSONAL SERVICES 0.00 446,497 56 446,497 65 44649766 | (446,497 66)
532 PURCHASED SERVICES 1,276,590.39 558,278.21 558,278.21 558,278.1 (558,278.21) L
5321 PURCHASED CONTRACTUAL SERVI|  717,939.00 30,936.05 30,936.05 30,936.05 |  (30,936.09)
5323 REPAIR SERVICES 0.00 67.50 G7.50 67.50 (67.50)
5324 MAINTENANCE AGREEMENTS 17,174.62 226,021.70 226,021.70 226,021.70|  (226,021.70)
533 SUPPLIES 89.17 585.95 586.95 5846.95 (5845.94)
534 PROPERTY, PLANT AMD EQUIPMENT 1,538.59 373748 37375 37378 (373.74)
535 OTHER EXPENSES & ADJUSTMENTS 0.00 287762 2,677.62 2,677 62 (2.677.62)
538 INTRAGOVERNMENTAL TRANSACTION 0.00 0.00 0.0 0.00 0.00
ADJUSTMENTS TO CASH - EXP 0.00 0.00 0.00 0.00 0.00
REY + ADJ TO CASH 0.00 38,341.45 38,341.45 38,341.45 (38,341.45)
REVENUES 0.00 38,341.45 38,341.45 38,341.45 | (38,341.45)
434 SALES, SERVICES, & RENTALS 0.00 15.00 145.00 14.00 (15.00)
T "J_’Ij
Unexp Auth Amt
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) Start ﬁ;lnbox -Mets... @ Exploring - I:... | @ Explaring - U| T Microsoft W... | & PowerPla._ <EJ$N Eﬁﬂ&:@ 06:29 P

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] ==
E File Wiew |nseit Egplore Calculate Format Tool: Window Help - |ﬁ'|5|
W) = Undo Delete Selected Categories  Chrl+Z “|ey | = b |
- o KR | [ o] e 20l 1l
= E o e = [ Budget CogesFunds | | 05C Cos: Certers | [ FY 2002 | [ MEssURES |
Ll Tl
Lopy il E
Badiz Cil#/ Y¥TD MTDACTUAL | QTDAGCTUAL | YTD FISCAL | Unexp Auth At | 20
Paste Specil.. ENCUMBRANG ACTUAL
531 Delete D 0.00 446,497 6B 446,497 6B 446,497 66 | (446,497 BB)
532 Eind Cl+F 1 77 A80 34 558,278.21 558,278.21 558,278.21 (558,278.21) L
Bows
P s ey 2 Columns 30,936.05 30,936.05 30,936.05 (30,936.05)
5323 REPAIR SERVICES LLayers 67.50 67.50 67.50 (B7.50)
5324 MAINTENANCE AGREEMENTS _ 226,021.70 226,021.70 226,021.70 | (226,021.70)
533 SUPPLIES 8917 58595 58595 58595 (585.95)
534 PROPERTY, PLANT AND EQUIPMENT 1,538.59 37375 37375 37375 (373.75)
535 OTHER EXPENSES & ADJUSTMENTS 0.00 2,677.62 2,677.62 2,677.62 (2677.62)
538 INTRAGOVERNMEMTAL TRAMSACTION 0.00 0.00 0.00 0.00 0.00
ADJUSTMENTS TO CASH - EXP 000 000 000 000 000
REV + AD.J TO CASH 0.00 38,341.45 38,341.45 18,341.45 (38,341.45)
REVENUES 0.00 38,341.45 38,341.45 18,341.45 (38,341.45)
434 SALES, SERVICES, & RENTALS 0.00 15.00 15.00 15.00 (15.00)
o i—ii— o iee 1 s
| [

Selects the entire report.

To delete remaining rows and columns at once:

9. Click on Edit on the menu bar.

10.  Position the cursor over Select in the drop-down menu.
11.  Click on All in the drop-down menu.

4 Select All is accomplished by pressing the +(A] keys.
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NOTES The DSS highlights all columns and rows (and layers, if any).

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] == E

E File Edit “iew Insert Explore Calculate Fomnat Tools Window Help ;Iilﬂ

D[S|E[SRo | & |we|e|E] 2[R | 5o |08 ke i)
22 1205C | | Budget Typs | | Acoourts | | Grant vear || Budget Codesfunds | | OSC Cost Carters | [ Fv 2002 | [ MEasURes |

nexp Auth Amt

For Help, press F1.

12. Press the key.

Remember you are manipulating the data in the database but cannot
destroy or change the database.

You have learned how to use Reporter to delete data in rows and col-
umns, resulting in a blank report. The next step is to plan the rows, col-
umns, and layers you need to add to create your customized report.

Creating a Custom Report

Each database has a defined set of dimensions which is displayed on the
dimension line. Any dimension can be used as a row, column, or layer.

The following walkthrough demonstrates how to use the Dimension
Viewer to add rows, columns, and layers to create a custom report.

WALKTHROUGH: Adding Rows, Columns, and
Layers to Create a Custom Report

SCENARIO

You decide to begin your custom report by planning the rows, columns,
and layers. You use the following spreadsheet to help clarify ideas and
serve as a reference for creating the report.
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NOTES
BUDGET CODES
YTD YTD YTD MTD QTD YTD UNEXP UNEXP
CERT AUTH ENCUM | ACTUAL | ACTUAL | ACTUAL CERT AUTH
BUD BUD
EXP + ADJ
TO CASH
REV + ADJ
TO CASH
Walkthrough Objectives:
O  Add Accounts as rows.
O  Add MEASURES as columns.
O  Add BUDGET CODES/FUNDS as layers.
E]Eile Edit “iew Insert Explore Calculate Format Tool: Window Help ;Iilﬂ

D[S RIS(R o | & [we[e2E] 2 fa]2] | 6 o8] e ] tta] o1 1]

[ 1405¢ | [ Budaet Type || Sccourts | | Grant ear | | Budaet Codesiunds | | 0SC Cost Centers | [Fv 2002 | [ MEAsLRES |

Blank workspace

For Help, press F1

To open the Dimension Viewer:

1. Click on the Dimension Viewer button. @
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NOTES

The Dimension Viewer can be opened from the menu bar by
clicking on View and then clicking on Dimension Viewer
from the drop-down menu.

2. Position the cursor over the right border of the Dimension Viewer.
Notice the cursor changes to a crosshair.

3. Click and drag the border to the right until all dimension titles are
visible.
The DSS displays the Dimension Viewer.

E]Eile Edit “iew Ingett Egplore Calculate Fomat Tool: Window Help

=181 x|

s =T ET e BN e s R R = T AP T

£%[13.05C | | Budget Type | | Accourts | | Grart vear | | Bucast CodesiFunds | | OSC Cost Centers | [ Fv 2002 | ME&SURES |

L2l #-[1 1405C

ﬂ 77 Budgst Type
Accounts

E Grant v'ear

l udget Codes/Funds

# (77 08K Cost Centers

% : .

— -3 FlscaIQar

B @0 Fiseal F'eriogl‘

2l (17 MEASURE

1=l N

<]

| | )

@ W:AETL Project\GL\Pni

Dimension Viewer

o ||

o

AN

ForHelp, press F1.

Dimension Viewer
toolbar

To add Accounts as rows to a report:

4. Double click on Accounts in the Dimension Viewer.
s To drill down on a dimension in the Dimension Viewer, click
on the plus sign beside the dimension.
5. Click on EXP + ADJ TO CASH.
6. Press and hold down the key.
7. Click on REV + ADJ TO CASH.
8. Release the key.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] == E

Notice the Dimension Viewer toolbar is active.

E| File Edt Miew Insert Egplore Calculate Fomat Tools Window Help

=181 x|

D|S(@[S(Ro] & Jw e 2 k2] | o0 |nal |l |] |

[ 13 0 | Budget Type | | Acsourts | [ Grart vear | [ Budget CodesiFunds | | 05C Cost Gerters | [Fv 2002 | [ vERsoRes |

|2 |-a|ur|es|g

o
1%
&

T

EI‘ WAETL Project\GLAPH
1405C

+-[7] Budget Codes/Funds
D 05C Cost Centers
[:I Fiscal Year
[:I Fizcal Period
-1 h-:EASLIHES

AR ==

Add as Rows
button

For Help, press F1.

©

Click on the Add as rows button. ﬂ

Reporter Dimension Viewer
Toolbar Add Buttons

Button

Title

=]

Add as rows

i

Add as columns

k=

Add as layers

r— The Explorer Mode Dimension Viewer toolbar has similar
buttons, but, instead of adding dimensions, the buttons

replace dimensions.

NOTES
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NOTES The DSS adds the rows.

* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] = E
E‘| File Edit “iew Insert Explore Calculate Format Tools “Window Help - |El|5|

ST BN = e P N R = T P AT
£#|140sC | Eiudget Type |ﬁccounts | Eram Year |Gudget CodesFunds |Bsc Cost Centers | [ Fy 2002 | mEASURES |

=- WAETL Project\GL\PH

ExP + ADJ TO C

E REY + ADJ TO ¢

[T Budget Codes/Funds \ Add as COIUmnS

[0 O5C Cost Certers
[27 Figcal Year button

(23 Fiscal Period

o
1%
3

=

|

5

Level buttons

215 |22 |
Ty
&

ARG

For Help, press F1.

There are level buttons to select the level of detail for the categories to be
added to the workspace. Click on the NEXT LEVEL CHILDREN OF button

@ in the toolbox to add the child categories of the selected category,

or click on the LOWEST LEVEL CHILDREN OF button @ to add the lowest
level categories, and then add the dimension to your report. This is faster
than drilling down to the lowest level and adding all categories at that
level.

To add MEASURES as columns to a report:
10.  Click on MEASURES on the Dimension Viewer to select it.
11.  Click on the Next level children of button. Since there are only two

levels of detail for this dimension, the Lowest level children of but-
ton can also be used.

o
12.  Click on the Add as columns button. M
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The DSS adds the detail level of the MEASURES dimension as col- NOTES
umns.

* PowerPlay - [14xbudgt. ppr of 14xbudgt [Repoiter]] ==
E File Edt “iew Inset Esplore LCalculate Format Tools Window Help _|E||1|

D|S(LIS(R] o | & [ El@| o |#(R] [0 o]0 k|| ta| | |1 |

£7| 14 0 | | Budget Type | | Accourts | [ Grant vear | | Budget Codes/Funds | | OSC Cost Centers | [F 2002 | [ MEAsURES |

= WAETL Project\GLAPre ¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL | QTD ACTUAL
'_'_ w-[1 14050 BUDGET BUDGET ENCUMBRANG

EILI #-[C7 Budget Type
g. - EXP +ADJTOC 0.00 0.00  1,27921815 | 1,00841319| 100841319
51 )| REV+ADITOC 0.00 0.00 0.00 38,341.45 38,341 45
5(,“
a_ﬁf \
e B0 O5C Cost Centers
H (27 Fiscal Year Add as Layers
E B[] Fiscal Period button

&l -1 MEASURES

|4 | |

I
Al
iz
L2
&
E2]
el ETH| I
Unexp Auth Amt

To add Budget Codes/Funds layers to a report:
13.  Click on Budget Codes/Funds to select it.

14. Click on the Next level children of button. Since there are three
levels of detail for this dimension, be careful to use the Next level
children of button. Otherwise, you will be adding Budget Funds
instead of Budget Codes.

=

15.  Click on the Add as layers button.
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* PowerPlay - [14xbudgt.ppr of 14xbudgt [Reporter]] =S
E File  Edit View Insert Esplore Calculate Format Tools window  Help =l |

DS EISR[o | & [ 2] 8] R] | [ o8]t |t ] ] |
£ | 140sc | E;udget Type | Rccnurds | Eram Year | E;udget Codes/Funds | Bsc Cost Centers | [ Fy 2002 | mEASURES |

=@ W-AETL Project\GL\Pn 14160 OSC-GENERAL Layer 1072 %|
E E-(1 140sC
bW -7 Budget Type YTO CERT YTD AUTH YTD MTD ACTUAL | QTD ACTUAL
sl == e P BUDGET BUDGET | ENCUMBRANG
— [:l EXP+ADJ TO CAY EXF+ADJTOC 0.0o 0.00 117571815 1,008,413.19 1,008,413.19
B4 [+ REY + ADJ TO CAS
" (-] BUDGETARY aLC| REY +ADITOC 0.00 0.00 0.00 38,341.45 38,341.45
et @7 Grant Year
a_‘E% -] Budget Codes/Funds
’Hl (£ OSC Cost Centers
— B[ Figcal Year
E B[ Figcal Perind
& -7 MEASURES
S
L
l
G
=
|
2o
e ¥l LI_I I
Unexp Auth Amt

To scroll to the 14160 OSC-GENERAL layer:

16.  Click on the down arrow until the 14160 OSC-GENERAL layer is
displayed.

You have now successfully created your custom report.

A custom report can be saved and will automatically update with new data
whenever the underlying cube is updated.

The following walkthrough demonstrates how to save a custom Reporter
report.

WALKTHROUGH: Saving a Custom Report

SCENARIO

Now that your report is complete, you decide to save it for automatic
data updates so that you can refer to it often in the future.

Walkthrough Objective:

0  Save the custom report.
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ﬂ Stalll F% Inbox - Mets.. @ E=ploring - \:...l @ Explaring - U| T Microsoft ... IO PoweiPla...
* PowerPlay - [14xbudgt_ppr of 14zbudgt [Reporter]] MmEE

E Edit View [nzert Explore Calculate Format Tool: Window  Help

Ctrl+M
Ctrl+0

New...
Dpen...
LClose
Close &)l

s

b N #7002 06 46 PM

=l x|

EEEMMEHEAPE

CodesfFunds | | OSC Cost Corters | [ Fv 2002 | [ MERSURES |

Save

Cirl+5

Layer1 of 2 —‘

CERT NTDAUTH YTD MTD ACTUAL

Publish as HTHL...
Publish az Briefing Bock...
Duplicate As

DGET BUDGET ENCUMBRANC

QTD ACTUAL

0.00 000 117571818 | 1,008,41219

BB LG F=1 i

Page Setup..
Frint Prexiew
Frirt..

m
=

Cirl+P

0.oo 0.oo 0.00 38,341 45

1,008,412.19
38,341.45

Send...
Shared Dimensions
Preferences...

1 U:APpr\14=budgt. ppr

2 14zbudgt.mde

3 Chncasdss2vdesktophcustomiMestingE =plarer. ppr
4 Chncasdss2desktophcustombiclass.ppr

Ezxit

e A e = = e el Sl

EIm|

Saves the active repart with a new name, location, and file farmat.

To save a custom report:

1. Click on File on the menu bar.

2. Click on Save As from the drop-down menu.

The DSS displays the Save As dialog window.

T e 1<

I a cuzkom

Save in:

=l &) o

=| clazs1.ppr
=| Meszting Explorer. ppr

File name; 1 dubudgt

Save

Save as lpe: IF'u:uwerF'Ia_l,l reports [%.ppr]

N
j Cancel |

NOTES
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NOTES

The DSS displays the default directory c:\ncasdss\custom automati-
cally, but users may save reports in any directory where they have
write access.

To type the name of your report:

3. Type ClassRpt in the FILE NAME field of the Save As dialog win-
dow. (Be sure you are saving to the custom folder.)

4. Click on the Save button.

The DSS displays the report with its new name and associated
database.

* PowerPlay - [ClassHptppr of 14xbudgt [Reporter]]
E File Edit View |nsert Epplore\Qealculate Format Took  Window Help _|5|1|

D] @ISR o | & [or NS 20| [R] | [ o8 s 2] [l || |
[ 1505¢ | [ Busaet Type | | sacourts | [ crancear | | Busgel Codesunds | | 05C Codt Certers | [ Fv 2002 | [ ERs0RES |

gl|=9 WAETL ProjecthGLAPH) 14160 oso-oE\NQ:{AL Layer1of2
E :g ;iEiET . YTINGERT ¥TD AUTH ¥TD MTD ACTUAL | GTD ACTUAL
= g Accgmt:" BUDDET BUDGET | ENCUMBRANG

= @0 Grant Year EXP + ADJTOC ] 0oo| 117571815 1,008,41319 | 1,008,413.19
l [:I Budget Codes/Funds

| = OSC o Certens REV+ADJTO( 0.00 0.00 0.00 38,341.45 38,341.45
— [:I Fiscal Year

ﬁ B+ Fiscal Period

i [#-[C7 MEASURES

] Cusltom Report

[El File Name

|4 | i

&

Hl

e

=]

|

)

For Help, press F1.

You have now successfully saved your report.
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Changing to Explorer Mode NOTES

Reporter is used when the exact information to add to a report is known
and when you want to perform calculations. Explorer is used when you
want to explore the information in a MDC.

When you toggle from Reporter to Explorer, information in the Reporter
report may be lost or altered. For example, custom calculations and rank-
ing are not available in Explorer. Also, in Explorer, the default hierarchy of
dimensions is enforced.

WALKTHROUGH: Toggling to Explorer

SCENARIO

After saving your Reporter report, you decide to toggle to Explorer to
do some quick analysis.

Walkthrough Objective:
O  Toggle to Explorer.

To toggle to Explorer from Reporter:

2y
1. Click on the Explorer <-- > Reporter button. .

A warning message appears when toggling from Reporter to Explorer.
If you want to keep your report as it is, you should save it before tog-
gling to Explorer since Explorer does not have the same functionality
as Reporter.
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NOTES

\ETL ProjecthGLAPr| 14160 0SC-GEMERAL

1405C

Bt Tums ¥TD CERT \_ YTD AUTH ¥TD MTD ACTUAL | GTD ACTUAL
9= Lk BUDGET BUDGET | ENCLMBRANG

Accounts

Girart Year || EXP + ADJTOC 0.00 \ 0.00 147571815 100841318 1,008,413.18

05C Cost Co [0 8,341.45 38,341.45

Fiscal Year
Fiszal Period []
MEASIIRES 2

Warning Explorer <-->
message Reporter
button

S5 | 55155

2. Click on the OK button on the warning box.

The DSS toggles to Explorer. Notice that the parent category
ACCOUNTS and the child categories of ACCOUNTS appear.

* PoweirPlay - [ClassRpt_ppr of 14xbudgt [Explorer]]

14160 OSC-GENERAL

¥TD CERT YTD AUTH YTD
BUDGET BUDGET ENCUMBRANC

Grant Year EXP +ADJTOC 0.00 0.00 1175718145 1,008,41319| 1,008413.19

MTD ACTUAL | QTD ACTUAL

05T Cast Certers REY + ADJ TO ( 0.00 0.00 0.00 38,341 45 38,341.45
Fiscal Tear BUDGETARY & | (1,280,000.00) | 1,280,000.00 0.00 0.00 0.00
Accounts (1,280,000.00) | 1,280,000.00  1,175718.15 | 1,046,754.64 | 1,046,754.64
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r— If you want to retain both Reporter and Explorer versions of a NOTES
report, you can duplicate a report from one mode to the
other. Click on File from the menu bar and then click on
Duplicate As.

If the function is not available in Explorer, it will be lost when toggling
from Reporter. An example of lost functionality would be calculations.

The undo buffer is reset when you change from Explorer to Reporter
and vice versa; therefore, any changes made before toggling cannot
be undone.

The following walkthrough demonstrates how to close a report.

WALKTHROUGH: Closing a Report

SCENARIO

You are now ready to close your report.

Walkthrough Objective:
O  Close the report.

To close the report:

1. Click on the upper right hand .

PowerPlay |
& Save changes to Clazzrpt.ppr?
Mo | Cancel |
2. Click on No in the warning box.

This activity provides practice in creating a custom report. The following
scenario establishes a situation similar to one that employees might
encounter in the workplace.
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NOTES ACTIVITY: Creating a Custom Report

SCENARIO

You are responsible for the General Administrative Supplies for your
agency. To help you review your month-to-date expenditures, you
decide to create a custom report using the GL Budget Code Control
report for your agency.

Create your custom report so that it shows your month to date actual
expenditures by budget code for General Administrative Supplies
(Acct. # 5331XX) for the current year. This report will be named
custom1.ppr and you will use it later.

Filter the data by using these dimensions:
2002 (Fiscal Year)
MTD ACTUAL (MEASURES).

Activity Objectives:

Open the GL Budget Code Control report.
Toggle to Reporter.

Resize your dimension line.

Filter for the current fiscal year.

Filter for MTD ACTUAL.

Delete all.

Add months as columns.

Add detailed 5331XX account as rows.

g aogoagoaoaaqaaa

Add Budget Codes as layers.

Use the following diagram as a guide to create your custom report. When
you are finished, save and close the report.
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DSS Basics

NOTES

BUDGET CODES
JUL | AUG | SEP | OCT | NOV | DEC | JAN | FEB | MAR | APR | MAY | JUN | 13th
PER
5331XX
5331XX
5331XX
5331XX

For assistance with this activity, refer to the Steps for Completing the
Activity on Creating a Custom Report and the Sample Solution on the fol-
lowing pages or ask the instructors for help.

Sample Solution for the Activity on Creating a
Custom Report

* PowerPlay - [Custom1._ppr of 14xbudgt (Reporter]]
=| File Edit Viewglnzett Explore Calculate Fommat Tool: Window Help _|ﬁ'|l|

D|S|RIS| (o | & |w[E2|@] &8 [R] | [ o] na iz ] |sh] |

= |Bud'get Type | [ Accourts || Grant vear || Budget Codesiunds | | 05C Cost Canters | [ F 2002 | | Fiscal Period | [ MTD acTUAL |
14160 05C-GENERAL Layer1of2 =
/ July August September October Movember December January
533110 G 4654 65421 0.00 0.00 0.00 0.00 0.00
533120 0.00 oo oao 0.00 0.00 0.00 0.00
533150 € 0.00 \ Detailed 5331XX 0.00 0.00 0.00 0.00
§32190 PT 931 | 2 accounts 0.00 0.00 0.00 0.00
Budget codes
as layers
Months as
columns
Name of Your
Budget Report
[<IT o

0.00 (523190 OTHER ADMIMN SUPPLIES.13th Perind)
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NOTES Steps for Completing the Activity on Creating a
Custom Report

To open your agency’s GL Budget Code Control report from the
Agency Management Analysis Select Menu:

1. Click on the down arrow beside the Please Pick an Agency Below
drop-down menu to get a list of agencies available to you.

2. Click on the scroll bar until your agency is visible.

3. Click on Your Agency from the drop-down Menu screen.

4. Click on the down arrow of the VIEWS list field to display a drop-

down list of available Explorer reports.

5. Click on GL Budget Code Control to select it from the Explorer
reports list box.

6. Click on the Launch button.

To select the database:
7. Click on the OK button.

8. Select Your Agency xbudgt. mdc (database) from the file name
list in the Choose a Local Cube window.

9. Click on the OK button.

To toggle to Reporter Mode:

&,
10.  Click on the Explorer < -- > Reporter button on the toolbar. .

To resize the dimension line:

11.  Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

12.  Click and drag the dimension line until it is doubled in size.

To filter for the current fiscal year and MTD Actual:
13.  Position the cursor over Fiscal Year on the dimension line.
14.  Click on the current fiscal year from the dimension list.

15. Position the cursor over MEASURES on the dimension line.
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16. Click on MTD ACTUAL from the dimension list. NO TES

To delete all columns/rows/layers:
17.  Press the + (A) keys.

4 Select all can be performed from the menu bar by clicking on
Edit and then placing the cursor over Select. Then click on
All from the drop-down menu.

18.  Press the key.

To open the Dimension Viewer:

19. Click on the Dimension Viewer button on the toolbar.

To add months as columns:
20. Click on Fiscal Period on the Dimension Viewer.

21. Click on the Lowest level children of button on the Dimension
Viewer toolbar.

22. Drag Fiscal Period to the right of the home area. A heavy line
appears. Release the mouse button.

To add all 5331XX accounts as rows:

23. Double click on the ACCOUNTS dimension on the Dimension
Viewer to drill down.

24.  Double click on EXP + ADJ TO CASH to drill down.

25.  Double click on EXPENDITURES to drill down.

26. Double click on 533 SUPPLIES to drill down.

27.  Click on 56331 GENERAL ADMINISTRATIVE SUPPLIE to select it.

28. Click on the Lowest level children of button on the Dimension
Viewer toolbar.

29. Drag 5331 GENERAL ADMINISTRATIVE SUPPLIE to the bottom
of the home area. A heavy line appears. Release the mouse button.

To add BUDGET CODES as layers:

30. Click on the BUDGET CODES/FUNDS dimension on the Dimen-
sion Viewer to select it.
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NOTES 31. Click on the Next level children of button on the Dimension
Viewer toolbar. Lowest level children of would have added the low-
est level, which is Funds.

=
32. Drag BUDGET CODES/FUNDS to the layer target.

To save the report:
33. Click on File on the menu bar.

34. Click on Save As from the drop-down menu and save to c:\ncas-
dss\custom.

35. Type custom1 in the FILE NAME field of the Save As dialog window.

36. Click on the Save button.

To close Reporter:

37.  Click on the upper right hand |1,

You have successfully created a customized report.

SUMMARY

This section of the handbook introduced the DSS Reporter mode and
used walkthroughs to demonstrate several basic techniques to create
custom reports by:

*  Opening Reporter from Explorer.

* Drilling down on a dimension summary point to uncover more
detailed information in a report.

*  Drilling up on a dimension summary point to reduce detailed informa-
tion in a report.

* Deleting data in a report.
* Adding dimensions to a report.
» Saving and closing a custom report.

» Toggling from Reporter to Explorer.
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DSS Basics
Modifying Custom Reports (Reporter Mode)
Accessing . Nesting
NCAS & o> Addin . .
DSS Overview & Viewing La erg Dimensions

DSS Data y (Explorer Mode)

Creating Modifying Formatting,

Custom Custom Reports Printing

Reports (Reporter and

(Reporter Mode) Mode) Exporting
Overview

This section describes how to change custom reports by:
* Adding a calculation row, column, or layer.

* Adding a blank row or column.

* Adding an underline.

*  Moving a row, column, or layer to another location.

»  Swapping rows, columns, and layers.

First, you are going to open the OSC report you saved earlier.

Custom Reporter reports retrieve data from databases which are updated
nightly by the OSC. When opening custom reports at a future date, you
should see the same rows, columns, and layers, but with updated data.

Opening a Custom Report

The following walkthrough demonstrates how to open your customized
report.

WALKTHROUGH: Opening a Custom Report

SCENARIO

You are a manager at the OSC. You want to open a customized report
that you created earlier to see the updated data.
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NOTES Walkthrough Objectives:

d Open the custom Reporter report.
0 Close the Dimension Viewer.

a Resize the dimension line.

To open a customized report:
1. Click Exit on the Management Analysis Select menu.

The DSS displays the Executive Desktop main menu.

[E3 NCAS Desktop M= E3
NCAS Decision Support System

Financial Analysis Custom
hgency Statewide hgency Statewide Views /Reports

}—:I Adobe Reports Exit

Custom Views/
Reports button

2. Click on the Views/Reports button in the Custom section of the
NCAS Desktop main menu.

The DSS displays the Open dialog box and automatically displays
the default directory, c:\ncasdss\custom. If the report has been
saved in another directory, select the appropriate directory.
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NOTES

Open

Laok in; I 4 custom

=| clazs1.ppr

=| Cuztom.ppr
=| MestingE xplorer. ppr

File name: IEIassH pt. ppr Open

Files of type: 4l Files (-] -] Cancel |

3. Click on ClassRpt.ppr.
4. Click on the Open button.

You have now successfully opened your customized report.

* PowerPlay - [ClassRpt.ppr of 14xbudgt (Reporter)] M= ES
Efile Edt Yiew Insett Esplore Calculate Format Tools  Window Help -Iﬁllﬂ

O|S(EIS|R| - | e Bl@)] &R [0 o] | n ]l ] ) ]|
£#| 14.05¢ | | Budget Type | Accouk Brant vearlﬁudgm Codes)’FundSlBSC Cost Centers | [ Fy 2002|mEASURES||

Eli W AETL Project\GL\P INED OSC-GENERAL Layer! of2 _|

=] - (23 =
14050
i (7 Budget Type Y¥TD CERT YTD AUTH ¥TD MTD ACTUAL | OTD ACTUAL
= @ Accguntsyp BUDGET BUDGET | ENCUMBRANC
[ Grant Year EXP +ADJTOC 0 0 1175718 1008413 1008413

Y [0 Budget Codes/Funds
% (7] DSC Cost Centers REV+ADJTO( 0 o 0 38341 38341
e [27 Fiscal Year
o * [*] Fiscal Period
A -] MEASURES
i Dimension
&) Viewer button

i |2
B

22 [5h

s~

S0
— EIH| o
For Help, press F1.

To close the Dimension Viewer:

5. Click on the Dimension Viewer button on the toolbar.
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NOTES To resize the dimension line:

6. Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

7. Click and drag the dimension line until it is doubled in size.

Frequently, information in financial reports is used in calculations. In
Reporter, calculations can be created using rows, columns, or layers in
the report.

Calculations are often used for computing:

* Anincrease of a certain percent in expenses.

* The percentage of total expenditures that a specific expenditure rep-
resents.

» The total of customized groupings of revenue or expenditure catego-
ries.

» The excess of expenditures over revenues (or appropriations).

Adding a Calculated Row

The following walkthrough demonstrates how to add a row calculation to a
report. A subsequent walkthrough covers adding a column calculation to a

report.
WALKTHROUGH: Adding a Calculation Row to a
Report
SCENARIO

You find that your customized report is very useful for figuring appropri-
ations. Appropriations can be calculated by subtracting revenues from
expenditures. You decide to add a calculation row called APPROPRIA-
TION to the report.

Walkthrough Objective:

a Add a calculation row APPROPRIATION.
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To select the rows to be used in the calculation: NOTES
1. Click on REV + ADJ TO CASH.

2. Press and hold down (> Shift].

3. Click on EXP + ADJ TO CASH.

4. Release [« Shift].

Notice the cursor box around EXP + ADJ TO CASH. The calculated
row will be inserted beneath the cursor box.

*'PoweiPlay - [ClassRpt.ppr of 14xbudgt [Reporter]] = =] x]

E File Edit “iew Inserit Explore =0 Format Tools 'Wwindow Help - ﬁllll

DI S(ES(R[-] & [w B [ | 2 e b |

Subtract...

= Accol Divide... fFunds || OSC Cost Certers | E . L _|
Ll e Cursor box
Percent...
14160 O5C-GENERAL Percent of Baze Layer1of2 =t
¥TO CERT Cumulative Percent of Base... MTDACTUAL | GTDACTUAL | YTOFISCAL | Unexp CertAmt
BUDGET M agimum... o] ACTUAL
EXP + ADJTO (] Minimur...
Average...
REV+ ADJTO( I Accumnulate
E=ponentiate...
Raollup...
EIN| 0

Subtracts categories from another categomn or number.

To set up the calculation:
5. Click on Calculate on the menu bar.

6. Click on Subtract from the drop-down menu.
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NOTES The DSS displays the Subtract dialog box.
Subtract HE
/Jﬁ' EXP +4DJ TO CASH - REV + ADJ TO CASH
Box for " REV +ADJ TO CASH - EXP + ADJ TO CASH Cancel |
Calculation
order — Operand

%) Humben I
) Categany I _l

Label:
Label box —pm I.-’-‘-.F'F'FEEIF'FH.-’-‘-.TIEIN

[T Group

To select the appropriate calculation:

7. Click on the option button for EXP + ADJ TO CASH - REV + ADJ
TO CASH.

To change the label title:

8. Type APPROPRIATION in the Label box. Click the OK button.
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Notice that the calculation appears in the row below the location of NO TES
the cursor box.

* PowerPlay - [ClassRpt ppr of 14xbudgt [Reporter]] mEE

E‘| File Edit Wiew Inseit Egplore Calculate Fomat Took Window Help == =

DIS|EISIR[ < | &2 2|8 R] [E o8]t na ] 1|l ] 1]
2 (4 0sC | [ Budget Typs | | Accourts || Grat ear | | Budgst CodesFunds | | OSC Cost Certers | [ FY 2002 | [[duty | | MEASURES

14160 O5C-GEMNERAL Layer1 of2 —I
YTD CERT YTODAUTH YTD MTD ACTIUAL QTDACTUAL YTO FISCAL Unexp Cert Amt
BUDGET BUDGET EMCUMBRANC ACTUAL
EXP + ADJ T u] u] 1175718 1008413 1008413 1008413 (1008413
APPROPRIATIO I'| o 2 a7
REV+ADJTO( o u] u] 38341 38341
Cursor box
T I

ExP +ADJ TO CASH

You have successfully completed the calculation row.

Working with Rows

Sometimes a report can be improved by moving a row to another location.
In Explorer, the MEASURES dimension is the only dimension that allows a
row, column or layer to be moved; however, Reporter allows any dimen-
sion to be moved.

The following walkthrough demonstrates how to move a row in a Reporter
report.

WALKTHROUGH: Moving a Row

SCENARIO

Now that you have created the APPROPRIATION calculation row, you
want to move it to the bottom of the customized report.

Walkthrough Objective:

a Move the APPROPRIATION row to the bottom row.
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Modifying Custom Reports (Reporter Mode)

NOTES

To move the APPROPRIATION calculation row to another location:

1. Click on the row label, APPROPRIATION, and release. The

APPROPRIATION row is now highlighted.

2. Click again on APPROPRIATION and hold down the left mouse
button.
E‘| File Edit “iew Inset Egzplore Calculate Fomat Tools Window Help ;Iilil
DS ES|R]o| & |w|6EE] o @R

EEEIME AT
£7| 1405 | | Budget Typs | | Accounts | | Grant vear | | Budget CodesFunds | | OSC Cost Centers | [ F 2002 | MEASLRES

14160 0SC-GEMERAL

Layer1orz =
YTD CERT YTD ALTH YTD MTD ACTIUAL QTD ACTIUAL ¥TD FISCAL Unexp Cert Amt
BUDGET BUDGET EMCUMBRAMNC ACTUAL
EXP + ADJTOC 1] a 1174718 1008413 1008413 1008413 (1008413)
on n] 1] 1174718 a70072 970072 9700y [EF 2
REY + ADJ TO © o 1} o 38341 3831 38341 (383413
Heavy line
ETN| O
APPROPRIATION

Drag the APPROPRIATION row to the bottom row. Notice the

heavy line that shows the position where the row will be placed.
Release the mouse button.

r— Notice that moving the row requires clicking once on the

label to select it and once more to move it to a new location.

You have successfully moved APPROPRIATION down one row.
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DSS Basics
* PowerPlay - [ClaszRpt_ppr of 14xbudgt [Repoiter]] _ =] x|
E File Edit “iew Insert Egplore Calculate Fommat Tool: ‘window Help - ﬁllﬂ

D SRS o | & [w|]@] ||| [ o8] | a] | o] ] ]|
2% 14 05 | [ Bucset Type | | Accounts | [ Grart vear | | Budget coesiFunas | [ 0sC Gost centers | [Fv 2002 | [ mEasLRES |

14160 03C-GENERAL Layer1of 2 -
¥TD CERT YTD AUTH ¥TD MTD ACTUAL QTD ACTIUAL YTOFISCAL Unexp Cert Amt
BUDGET BUDGET EMCUMBRANC ACTUAL
ExP +ADJTOC o o 1175718 1008413 1008413 1008413 (1008413

REY + ADJ TO (] o o 0 38341 38341 38341 (38341)
0 0 718

APFROPRIATION |

Q70072 Q70072 970072 (970072)

EXM|
REY + ADJ TO CASH

When a calculation is moved to another location, the calculation does
not change.

Unlike spreadsheet applications (e.g., Excel), a DSS calculation
remains the same even if the rows, columns, or layers used to create it
are deleted. This occurs because DSS retrieves data from the data-
base dimension points, not from the data cells.

WALKTHROUGH: Adding a Blank Row or Column

SCENARIO

You would like to set off your calculation by adding a blank row above
it. You would also like to add underlining to signify that APPROPRIA-
TION is a calculated row.

Walkthrough Objectives:
a Add a blank row before APPROPRIATION.

O  Add underline formatting for APPROPRIATION.
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Modifying Custom Reports (Reporter Mode)

Office of the State Controller

* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]] 8] x|
E] File Edt “iew Insett Ezplore Calculate Format Tool: Window Help

=181x|
D|S|RIS(®[ | & w9 2|5 | [ o |8 | ba ]| e | ]
= ﬁ:to?l Fjudget Type | ﬁccourﬂs | Erant “ear | Gudget Codes/Funds | BSC Cost Centers | | F' 2002 | ﬁnm
14160 OSC-GENERAL Layer1 of2
Y¥TO CERT YTD AUTH ¥TD MTDACTUAL | QTD ACTUAL YTOFISCAL | Unexp Cert Amt
BUDGET BUDGET ENCUMBRAMNC ACTUAL
EXP + ADJTO C a a 1176718 1008413 1008413 1008413 (1008413)
R TO 0 0 38341 { )
APPROFRIATIOr 0 0 1175718 47072 470072 aro072 (370072)
KTl =
Faor Help, press F1.

To add a blank row:

1. Click on REV + ADJ TO CASH to select it.

r—

row added or choose the column to the left of where you
want a blank column added.
Click on Insert on the menu bar.

Click on Blank(s) from the drop-down menu.
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DSS Basics
The DSS inserts a blank row below the cursor. NO TES
E File Edt “iew Inset Egplore Calculate Format Toolz: Window Help ;Iilil
D|S(RISIR[ o | &|w|E@] |2 [ o] | 2] e | o] | ]|
£ | 1405 Iﬁudga Type | Rccnunts |ﬁrant “ear |Gudget CodesFunds | Bsc Cost Certers | [Fv 2002 | [uly | mEASURES |
14160 O5C-GENERAL Layer1 of 2 —'
¥TD CERT ¥TD ALTH ¥TD MTD ACTUAL QTD ACTUAL YTDFISCAL Unexp Cert Amt
BUDGET BUDGET EMCUMBRAMC ACTUAL
ExP + ADJTOC ] ] 1175718 1008413 1008413 1008413 (1008413)
REV + ADJ TO ¢ a a a 38341 38341 38341 (38341)
APPROPRIATION a a 1174718 970072 970072 970072 (870073)
EIM| &
For Help, press F1.
To add double underline formatting:
4. Click on APPROPRIATION to select it.
5. Right click the mouse.
6. Position the cursor over Format Categories from the pop-up menu.

7. Click on Values Only.
8. Click on the down arrow beneath Over or underline.

9. Click on 1000000
10. Click on the OK button.
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NOTES The DSS displays the formatted report.

* PowerPlay - [ClazsRpt.ppr of 14xbudgt [Reporter]] = =] x|

E| File Edt “iew |nzert Egplore Calculate Format Tools Window Help - |ﬁ'|1|
D|S|RISR|o| & [weE)] 5] [ o] b o o | ]|
2 [ 1305¢ | [ Buswet Type || Accourts | | orart vear | | Budast Codesiunds || 0SC Cost Certers | [ Fv 2002 | [ MEAsURES |

14160 OSC-GENERAL

Layer1 of 2 —'
YTD CERT YTDAUTH YTD MTD ACTIUAL GTD ACTUAL YTD FISCAL Unexp Cert Amt
BUDGET BUDGET ENCUMBRANGC ACTUAL
EXP +ADJTOC 0 0 1175718 1008413 1008413 1008413 (1008413)
REY + ADJTO ¢ 1] 1] 1] 3834 3834 38341 (38341}

E1| ]
APPROPRIATION

A calculation can also be added to a report as a column or layer.

Adding a Calculated Column

The following walkthrough demonstrates how to add a calculation column
to a Reporter report.

WALKTHROUGH: Adding a Calculation Column to a
Reporter Report

SCENARIO

The General Assembly has passed a 4% across the board decrease in
the authorized budget. As a budget officer, you need to determine the
impact of this decrease on the department’s budget. You decide to use

your customized report and add a calculation column that displays the
decreased authorized budget.

Walkthrough Objective:

O  Add a calculation Column equal to 96% of authorized budget.
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NOTES

* PowerPlay - [ClazsRpt.ppr of 14xbudgt [Reporter]]

== x]
E‘| File Edit “iew |nsett Egplore Calculate Fomat Tools Window Help _|E| ll
DS SIR] 0| & |w|E]E)] 5 [i|R] [ o] 08] b b ] e ]|
£ | 1405C Eiudget Type | ﬂccoums | Erant Year | Eiudget Codes/Funds | Bsc Cost Centers | [ Fy 2002 | mEASURES |
14160 O5C-GEMERAL Laver1 of2 —I
YTD CERT ¥TD MTD ACTLIAL QTD ACTUIAL YTDFISCAL Unexp Cert Amt
BUDGET ENCUMBRAMC ACTUAL
EXP + ADJTO C 1175718 1008413 1008413 1008413 (1008413)
REV+ADJTO ( 0 0 3834 3834 3834 (38341
APPROPRIATION 11?5?‘}6 970072 Q970072 970072 (970072
Cursor box
EI| o
¥TD AUTH BUDGET
To select the column that will be used in the calculation:
1. Click on the column label YTD AUTH BUDGET to highlight it.
Notice the location of the cursor box.
* PowerPlay - [ClassRpt_ppr of 14xbudgt [Reporter]] —|&] %]
E File Edit View |nset Epplare - Format Tool: Window Help _|E‘|1|

Add.

DS ESR =]t

eI

Subtract... I

=7 Accol  Divide.. fFuncs ] [ 05C cost certars | [Fv 2002 ] [ ESRES |
Fultiply...
Percent...

14160 OSC-GEMERAL Pegcert of Base... Laver1of 2 —'
¥TD CERT Cumulative Percent of Base... MTD ACTUAL | QTDACTUAL | YTDFISCAL | Unexp CertAmt
BUDGET agimurm... C ACTUAL

Minimumn...

EXP + ADJTOC 0 - 18 1008413 1008413 1008413 (1008413
Ayerage...

REV+ADJTOC 0 Accumulate 1] 3830 3834 3830 (38341)
Exponentiate. .

| Bilug -

APPROFRIATION 1“_“7?18 970072 970072 970072 (970072
EIN| 0
Multiplies categaonies by anather categany ar humber.
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NOTES To set up the calculation:

2. Click on Calculate on the menu bar.
3. Click on Multiply from the drop-down menu.

The DSS displays the Multiply dialog window.

Multiply 7] |

— Order
& YTDAJTHEUD * 96

o6 T AUTHELD ﬂl

— Operand

& Mumber: I.EIE -
£ Lateaon; I >| Number box

Label:
[vTD AUTHELD * .96

I Eratp

To indicate the number for the calculation:
4. Type .96 in the Number box.
5. Click on the OK button.
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You have created a calculation column placed to the right of the cur-

sor box. The DSS highlights the calculation column.
E] File Edit “iew |nsett Egplore Calculate Format Tool: ‘Window Help ;Iilll
0|2 S| o] & [w|EE] o|wR

EEE M)
£ |14 05C I E;udget Type I ﬁccounts I Eram ‘fear I E;udget CodesFunds I BSC Cost Certers | | Fv 200] Eonelation'[_d\epth]l:lRES |
14160 O5C-GENERAL Layer1of 2 —I
YTD CERT YTD AUTH YTD MTD ACTUAL QTD ACTUAL YTD FISCAL
BUDGET BUDGET sl ENCUMBRANC ACTUAL
EXP + ADJTOC a 1178718 1008413 1008413 1008413
REW + ADJTO ( a 38341 3834 3834
APPROPRIATION D: 11758718 970072 470072 a70072
ETM| bl
Changes to comelation display with depth.

You have now successfully added a calculation column to show you what
your new budget will be with the 4% decrease.

Moving a Column

The following walkthrough demonstrates how to move a column to another
location.

WALKTHROUGH: Moving a Column

SCENARIO

You like the calculation column, but now want to move it to the first col-
umn in the report.

Walkthrough Objective:

a To move the calculation column to another location.
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NOTES To move the CALCULATION column to another location:
1. Click on the CALCULATION column label and release.
2.

Click again on CALCULATION column label and hold down the left
mouse button.

* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]]

5 [=1 3
E] File Edit “iew Insert Ezplore Calculate Format Tools Window  Help

=11 ]
DS E S| e | & |EE o] ]R3

EEEIMMEETN )
7| 15.05c | | Buoget Type | [ Accounts | [ Grant vear | | Busget CogesiFunds | | 0SC Cost Certers | [ Fy 2002 | [ mEasuRES |
14160 0SC-GENERAL Layer1of2 =
NTD CERT YTD AUTH ¥TD MTD ACTUAL QTD ACTUAL YTD FISCAL
BUDGET BUDGET ENCGUMBRANG ACTUAL
EXP +ADJTOC 0 1175718 1008413 1008413 1008413
REV +ADJTOC 0 0 3834 3834 3834
APPROPRIATION i 1175718 70072 70072 gron7z
AN
Heavy line
EI| 0
¥TD AUTH BUDGET = 36

3. Drag the column label to the left, all the way to the right border of

the home area. Notice the heavy line that shows the “drop zone”.
Release the mouse button.

You have successfully moved the CALCULATION column to the first posi-
tion.
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* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]]

=&
E File Edt “iew Inset Egplore Calculate Format Tools Window Help

=18 =]
sl EE e N ] Fal S

EEEIMT PN
F [ 14 0sc | [ Buaget Type | [ ccourts | [ Grant vear | | Budget CodesFungs | | 05C cost centers | [Fr 2002 | [ mEASURES |
14160 O5C-GENERAL Layer1 of 2 %‘
¥TD CERT ¥TD AUTH ¥TD MTD ACTUAL | QTDACTUAL | YTDFISCAL
BUDGET BUDGET ENCUMBRANC ACTUAL
ExP + ADJTOC 1] 1] 1175718 1008413 1008413 1008413
REWV + ADJ TOC 1] 1] 1] 38341 38341 38341
APPROPRIATION a a 1175718 a70072 aroo7z 470072
New Position
of Calculation
Column
Ei| o
¥TD AUTH BUDGET

Working with Layers

Layers can also be moved in Reporter Mode by makig use of the Swap
feature, as demonstrated by the following walkthrough.

WALKTHROUGH: Swapping Rows and Layers

SCENARIO

You think your customized report might be improved if you switch the
rows and layers.

Walkthrough Objective:

O  Switch the rows and layers
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NOTES

* PowerPlay - [ClassRpt.ppr of 14zbudgt [Repoiter]] MmEER
E] File Edit Wiew |nsert - LCalculate Format Tools ‘Window Help _|ﬁ||1|

D|@|n|§|m|°| DwsandEqumns |H|l:=.||ﬂ||£||_|l-”

———————"——  [Change Display
= Budget Type  Suppress Zeros ¥ Columng and Layers OSC Cost Centers | [ Fy 2002 | mEASURES |
Automatic Exceptions » ]
Cusztom Exceptions...
14160 OSC-GEMNERAL | Reset Dimensions Layer 1 of 2 —'
YT AR D AUTH ¥TD MTDACTUAL | QTDACTUAL | YTD FISCAL
BUDGE | BUDGET | ENCUMBRANG ACTUAL
EXP + ADJTO C Rie-Sort 0 1175718 1008413 1008413 1008413
REV+ADJTOC ShowWalieshs b 0 0 36341 38341 38341
Eonyert Curency..
APPROPRIATION il Tfiraugti T 1175718 g70072 g70072 §70072
GetData 3 =
Change to Explorer
EI| 0
Exchanges the positions of rows and layers.
To swap rows and layers:
1. Click on Explore on the menu bar.
2. Position the cursor over Swap from the drop-down menu.
3. Click on Rows and Layers from the drop-down menu.
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The rows and layers are now swapped on your report.

* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]] HEE
Efile Edit Wiew Insert Explore Calculate Format Tools Wwindow  Help

DS B|& & | & | e|mE@E] o2

==l x|

[ =B |t | i1 [ b ||

= ﬁ}o?l E;udgei Type | ﬁccoums | ﬁram ear | E;udget CodesFunds | Bsc Cost Centers | [Py 2002 | mEASURES |

EXP +ADJ TO CASH Layer1of3 =
\ ¥TO CERT YTD AUTH ¥TD MTD ACTUAL | QTD ACTUAL | YTD FISCAL
BUDGET BUDGET ENCUMBRANC ACTUAL

14160 OSC-GE 0 [ 1175718 1008413 1008413 1008413

24160 OSC-5P n n 102500 n n n
[T 2
0 (14160 03C-GENERALYTD AUTH BUDGET)

WALKTHROUGH: Moving Layers

SCENARIO

Your appropriations’ calculation is currently your third layer. You decide
it will improve your report if appropriations is the first layer.

Walkthrough Objectives:

d Move the last layer to the first layer.

1. Swap rows and layers.
2. Move the row.
3.

Swap rows and layers again.
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NOTES

* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]]

14160 05C-GE

24160 05C-5P

(il Tikraat;

Dt [ e | | |

[ G5 Cost Cortors ] 7 2002 ] [y ] wasures |

Layer1 af 3

YD AUTH YTD
BUDGET EMCUMBRANC

MTD ACTUAL

QTD ACTUAL

YTOFISCAL
ACTUAL

0 1175718

1008413

1008413

1008413

i 102500

0

0

0

Y

To swap rows and layers:

1. Click on Explore on the menu bar.
2. Position the cursor over Swap from the drop-down menu.
3. Click on Rows and Layers from the drop-down menu.
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NOTES

* PowerPlay - [ClazsRpt.ppr of 14xbudgt [Reporter]] MmEE
E]Eile Edt “iew [Insert Explore Calculste Format Tools Window Help _|ﬁl|1|

DRGSR o] & [w|m]m] 2R (6 o] o]l ] ]
7| 1208 || Buszet Type | [ Accounts | | Grant vear | | Buaget CozesfFunds | | OSC Cast Centers | [ Fv 2002 | [ wEas0res |

14160 OSC-GEMERAL Layer1 of 2 —I
YO AUTH YTD CERT YTD AUTH YTD MTD ACTUAL QTD ACTUAL YO FISCAL
BUDGET * 96 BUDGET BUDGET ENCUMBRANC ACTUAL
+ 1 0 0 0 1175718 1008413 1008413 1008413
REY + ADJ TO 0 a a 0 38341 g 2834

Top row

KTl =
APPROPRIATION

To move a row:

4. Click on the row label APPROPRIATION, then release the mouse
button.

5. Click and hold on the row label APPROPRIATION and drag it
upwards to the bottom of the home area.

* PowerPlay - [ClassRpt_ppr of 14xbudgt [Reporter]] == E
E File Edit View Insert 53 LCalculate Format Tool:  Window Help = 5[

= Bows and Columng Wt | 12| e | e | 2] el |
————————— [hange Display 3
= Budget Type  Suppress Zeros » OSC Cost Centers | [ Fv 2002 | [ niEss0Res |
X

Automatic Exceptions

_ CustomExceptions...
14160 OSC-GENERAL | Reset Dimensions Laver1orz =

YTDA Bank YTOAUTH YD MTD ACTUAL | QTD ACTUAL YTD FISCAL

BUDGE Cort BUDGET ENCUMBRANC ACTUAL

Ee-Sart

LColumns and Layers

ExFP + ADJTO Show Yaluesbs F

REV +ADJ TO { | CweiCunsncy.
Drill Thrauat

GetData 3
Change ta Explorer

11758718 1008413 1008413 1008413

= | o =1

0 38341 38341 38341

EIN| =

Exchanges the positions of rows and layers.
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NOTES To swap rows and layers:

6. Click on Explore on the menu bar.
7. Position the cursor over Swap from the drop-down menu.
8.

Click on Rows and Layers from the drop-down menu.

You have now successfully moved APPROPRIATION to be the first layer.

* PowerPlay - [ClassRpt.ppr of 14xbudgt [Reporter]] MmEE
E File Edit “iew |nzert Egplore Calculate Format Tool: Window Help _|5|5|
0| (&SR <] &[] E] 2|t [R] | [ o] 08 a]tha] ta] 1| | | 1]
[ 1305 | [ Budget Type | | Accourts | | Grart vear | | Budget CodesFunds | | 0SC Cost Certers | [ Fv 2002 | [ ERsURES |
APPROPRIATION Layer1of3 =
YTD AUTH YTD CERT YTD AUTH YTD MTD ACTUAL | QTD ACTUAL YTD FISCAL
BUDGET * .96 BUDGET BUDGET EMCLUMBRAMNC ACTUAL
14160 O5C-GE a a 0 1175718 470072 aroo7z 970072
24160 O5C-5P a a 0 102500 a 0 a
ETH| o
For Help, press F1.
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This activity is designed to provide practice changing a custom report by NOTES
adding calculation columns. The following scenario establishes a situation
similar to one that employees might encounter in the workplace.

ACTIVITY: Changing a Report (Reporter Mode)

SCENARIO

You are responsible for the general administrative supplies for your
agency. You want to review your general administrative expenses at
the end of each quarter for the FY2002.

Open the custom report named custom.ppr that you created in the
previous activity. Change the report by adding calculation columns to
show the year to date actual and quarter to date actual expenditures
for each quarter for General Administrative Supplies (Acct. 5331XX) for
Fiscal Year 2000.

Use the following diagram to guide you in creating your custom report.
When you are finished, save the report as custom1_modified.ppr.

Activity Objectives:
O Open the custom1.ppr report.
d Resize the dimension line.
O  Calculate quarters 1- 4.
a Delete months from the report.
O  Delete the 13th period.
O  Calculate YTD ACTUAL.
a Save the new version of your report as custom1_modified.ppr.
BUDGET CODES
YTD Act Quarter 1 Quarter 2 Quarter 3 Quarter 4
5331XXX
5331XXX
5331XXX

For assistance with this activity, refer to the Steps for Completing the
Activity on Creating a Custom Report and the Sample Solution on the fol-
lowing pages or ask the instructors for help.
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NOTES Sample Solution for the Activity on Changing a
Custom Report (Reporter Mode)

File Name of
Your Report
* PowerPlay - [Custom1_Modified.ppr of 14xbudgt [Reporter]] mEE

E File Edit Wiew Insert Egplore Calculate Format Toolz  Window Help _|5 5'

DB &[] o] & ]w|mE]@)] 56| R]| [E o8] | b 2]l |l | ]|

£#|1408¢C Budga Type | Rccnurﬂs | ﬁram ear | |T3udget CodesFunds | Bsc Cast Centers | [ Fy 2002 | mscal Pariod | [ MTD ACTLAL |‘
Budget COdeS —> 14160 OSC-GENERAL J Layer1 of 2 f‘
as |ayerS YTO Actual Quarter 1 Q}(&ﬂ Quarter 3 Quarter 4
/' 533110 GEMERAL OFFICE SUPPLIES 701 707 0 al o
. 533120 DATA PROCESSING SUPPLIES 1] 0 1] 1]
Detailed 5331XX \ 533150 SECURITY & SAFETY SUFPP 5 5 0 i o
Accounts 533190 OTHER ADMIN SUPPLIES 539 539 0 1] 1]
Filtered for Filtered for
Fiscal Year 2002 MTD ACTUAL || vTD and Quarters
as columns
For Help, press F1

Steps for Completing the Activity on Creating a
Custom Report (Reporter Mode)
To open your custom report using Windows Explorer:

1. Using Windows Explorer, locate your report file Custom1.ppr and
double click on the file name to open it.

To resize the dimension line:

2. Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

3. Click and drag the dimension line until it doubles in size.

To add the Quarter 1 calculation and delete the 15t Quarter’s months:

4. Click on the column label July.
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Press and continue to hold down the key. NOTES

Click on the column label September.

Release the key.

Click on Calculate on the menu bar.

© ® N o o

Click on Add to select it from the drop-down menu.
10.  Type Quarter 1.

11.  Click on the OK button.

12.  Click on the column label July.

13.  Press and continue to hold down the key.
14.  Click on the column label September.

15. Release the key.

16. Press the key.

To add the Quarter 2 calculation and delete the 2"9 Quarter’s months:
17.  Click on the column label October.

18.  Press and continue to hold down the key.
19.  Click on the column label December.

20. Release the key.

21.  Click on Calculate on the menu bar.

22.  Click on Add to select it from the drop-down menu.
23. Type Quarter 2.

24.  Click on the OK button.

25.  Click on the column label October.

26. Press and continue to hold down the key.
27.  Click on the column label December.

28. Release the key.
29. Pressthe key.
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NOTES To add the Quarter 3 calculation and delete the 3" Quarter’s months:
30. Click on the column label January.
31.  Press and continue to hold down the key.
32.  Click on the column label March.
33. Release the key.
34. Click on Calculate on the menu bar.
35.  Click on Add to select it from the drop-down menu.
36. Type Quarter 3.
37.  Click on the OK button.
38.  Click on the column label January.
39. Press and continue to hold down the key.
40. Click on the column label March.
41. Release the key.
42. Press the key.

To add the Quarter 4 calculation and delete the 4" Quarter’s months:
43.  Click on the column label April.

44.  Press and continue to hold down the key.
45.  Click on the column label June.

46. Release the key.

47.  Click on Calculate on the menu bar.

48. Click on Add to select it from the drop-down menu.
49.  Type Quarter 4.

50. Click on the OK button.

51.  Click on the column label April.

52.  Press and continue to hold down the key.
53.  Click on the column label June.

54. Release the key.

55.  Press the key.
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To delete the 13t period data:
56. Click on the column label 13th Period.

57. Press the key.

To add the YTD calculation:

58.  Click on Edit on the menu bar.

59.  Position the cursor over Select from the drop-down menu.
60. Click on Columns from the drop-down menu

61.  Click on Calculate on the menu bar.

62. Click on Add to select it from the drop-down menu.

63. Type YTD Actual.

64. Click on the OK button.

To save and close the report:
65. On the menu bar, click on File, then Save As.

66. Inthe Save As dialog box, type Custom1_modified in the File
name window, then click on the Save button.

67. Close Cognos PowerPlay by clicking on the |l in the upper right
hand corner of the screen.

Nesting in Reporter

Nesting in Reporter is similar to nesting in Explorer. However, since
Reporter mode has different functionality than Explorer mode, there are
some differences. In Explorer, there is one “drop zone” that is represented
by a long bar. This allows nesting for all rows or all columns. In Reporter,
there is an additional “drop zone” that is represented by a short bar. The
short bar allows you to add a nesting to an individual row or column.

NOTES
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NOTES WALKTHROUGH: Adding a Long Bar Row Nesting

SCENARIO

You have decided to start a custom report from scratch using
14XBUDGT.MDC. First, delete all. Then add back EXP + ADJ TO
CASH and REV + ADJ TO CASH as rows. Do a left nesting of Budget
Codes.

Walkthrough Objectives:

Open 14XBUDGT.MDC.

Toggle to Reporter Mode.

Resize the Dimension Line.

Delete all.

Open the Dimension Viewer.

Add rows EXP + ADJ TO CASH and REV + ADJ TO CASH.

Add a left nesting of Budget Codes.

a o aoaoaoaaa

Delete Budget Code 00000.

To open 14XBUDGT.MDC:

1. In Windows Explorer, locate 14XBUDGT.MDC and double click on
the file name.

To toggle to Reporter Mode:

2. Click on the Explorer <-> Reporter button.

To resize the dimension line:

3. Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

4. Click and drag the dimension line until it doubles in size.
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To delete all: NOTES
5. Press the + (A) keys.

6.

Press the key.

s From the menu bar choose Edit, position the cursor over
Select from the drop-down menu, and click on All from the
drop-down menu.

To open the Dimension Viewer:

7.

8.

Click on the Dimension Viewer button on the toolbar.

Position the cursor over the right border of the Dimension Viewer.
The cursor changes shape to become a crosshair.

Click and drag the border to the right until all dimension titles are
visible.

To add rows:

10.  Double click on ACCOUNTS in the Dimension Viewer.
11.  Click on EXP + ADJ TO CASH in the Dimension Viewer.
12.  Press and continue to hold down the key.
13.  Click on REV + ADJ TO CASH in the Dimension Viewer.
14. Release the key.
15.  Click on the Add as rows button on the Dimension Viewer toolbar.

4 To add rows, click on the dimension to add, right click, and

click on Add as Rows from the pop-up menu.
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NOTES The DSS displays the added rows.

* PowerPlay - [PPlayl of 14xbudgt [Reporter]]

WAETL Project\GLYPra
(0] 1405C
[ Budget Type

B-3 BLDGE TARY ALC
[ Grant Year
¥-[7] Budget Codes/Funds
707 05 Cost Centers

[ Figcal Year
[Z1 Fiscal Period

* PowerPlay - [PPlayl of 14xbudgt [Reporter]]

. WAETL Project\GLAPra
7] 1405C

£ Budget Type

|

Acoounts EXP + ADITO C
7 ExP+aDJ TO CAS\0 ey 4+ ang TO ¢
[ REY +ADJ TO £A5
(1 BUDGETARY ACC

Long bar

To add a left nesting:
16. Click on BUDGET CODES/FUNDS in the Dimension Viewer.

17.  Click on the Next level children of button on the Dimension
Viewer toolbar.
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18. Drag BUDGET CODES/FUNDS to the left side of the rows. A long NOTES
bar will appear. Release the mouse button.

The DSS displays the row nesting.

* PowerPlay - [PPlay1 of 14xbudgt [Reporter]] =] x|
E] File Edit “iew Inset Explore Calculate Format Tools ‘Window Help _|ﬁl|1|
D SR o| & Jwe B 465 e | (09|t [l (39| | | L | Lo | 1l

2| 1305 || Budget Type || Accounts | | Grant vear | | Budgst CodesiFunds | | OSC Cost Certers | | Fiscal Year || Fiscal Period | | 1D CERT BUDGET |

.‘a = W:AETL Project\GLAPra
=1 [0 14 05C
Eﬂ:[ v-[77 Budget Type
g 553 Accounts 14160 EXP +ADJ TO C:
3 - E-[0 EXP DI TO Cag [ OSC-GENERAL | o- b iToc,
| B[ REV +AD) TO CAS
b . @-[7 BUDGETARY accr| 24160 EXP +ADJ TO G
i ! 0SC-SPECIAL
b - Grant Year REV + ADJTO G,
Sl =-0Of odes/Funds
-2 USC Cnst Centers
E v (77 Fiscal Year
E +-[2] Fiscal Period
@ £-[1] MEASURES
|
Oy | L I 1
Efl
2
2=]
I
4]
=l

For Help, press F1.

WALKTHROUGH: Adding Multiple Levels of Nesting
with the Same Dimension

SCENARIO

You want to add a row nesting of the lowest level of the 531 PER-
SONAL SERVICES accounts.

Walkthrough Objectives:

O  Add the lowest level of the 531 PERSONAL SERVICES as a right
row nesting.

To add multiple levels of nesting within the same dimension:
1. Double click on EXP + ADJ TO CASH in the Dimension Viewer.

2. Double click on EXPENDITURES in the Dimension Viewer.
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NOTES 3. Click on 531 PERSONAL SERVICES in the Dimension Viewer to
select it.

4. Drag 531 PERSONAL SERVICES to the right side of the rows. A
long bar will appear. Release the mouse button.

* PowerPlay - [PPlay1 of 14xbudgt [Reporter])] =] x]
E| File Edit “iew Inset Egplore Calculate Format Tools  Windaw  Help 1=l

DRSS o] 5ile B@E| o4& [E o0 0] ] ] b ]

£#|14.0sC | Budga Type | ﬂccoums | ﬁram ear | Gudga CodesFunds | Bsc Cost Centers | F\iscal Vear | F\iscal Period | [ ¥TD CERT BUDGET |

=@ WAETL Project\GLAF=
L=l -1 1405C
ﬂ:l #-(7 Budget Type
g 2-E3 Accounts 14160 EXP + ADJTQ C: 531 PERSONA
=) E-53 EXP +ADJTOC OS5C-GEMERAL 531
a4 E1-E3 EXPENDITU
; 24160
fesit 08C-SPECIAL PERSONAL
k=1 SERVICES
™
[
&l ADJUSTMER
i [J--% REW + 40 TO REV + ADJ TO
B[] BUDGETARY &0
§| I off CASH
i
2
E
sl
ol

For Help, press F1.
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Notice that, in Reporter, a long bar nesting will not always produce logical NOTES
results. When you nest 531 PERSONAL SERVICES in both REV + ADJ

TO CASH and EXP + ADJ TO CASH, the result is illogical since 531 PER-

SONAL SERVICES is not a REV + ADJ TO CASH.

To delete a nesting:
5. Click on 531 PERSONAL SERVICES to select it.

6. Press the key.

4 To delete a level of nesting, click on the nested dimension,
right click the mouse, position the cursor over Delete, and
click on Level from the drop-down menu.

s The Undo button can also delete a nesting.
E‘| File Edit “iew Insert Explore Calculate Fommat Tools window Help ;Iilll

D2 SR <] &l BE| 4E2] [E |5 b))l ] ] @)

£F | 140scC | Eiudget Type | ﬁccoums | ﬁram vear | Eiudget Codes/Funds | Bsc Cost Centers | rF}scal et | Fiscal Period | [ ¥TD CERT BUDGET |

E--i W:AETL Project\GL\Production CubesiR1 =}

ﬁ -1 1405C
'ﬁ[ﬁ' @[] Budgst Type
g E-E3 Accounts 14160 EXP + ADJ TO
? ES ExP + A0J TO CASH 0SC-GEMERAL REV + ADJTO C,
e E-E3 EXPENDITURES
% sl o1 PERSONAL SERVICES 24160 EXP +ADJTO C
%
— (77 532 PURCHASED SERVICES 058C-SPECIAL
) [ 533 SUPPLIES REV+ADJTO C. Short bar
M (7] 534 PROPERTY, PLANT AND E
— (7] 535 0THER EXPENSES & ADJL—
il - B[ 538 INTRAGDVERNMENTAL TI
&l B2 ADJUSTMENTS TO CASH - EXP
B-[07 REV + D) TO CASH
B[ B

UDGETARY ACCOUNTS _lj
I *

A Y S =

=

160 OSC-GENERAL EXP + ADJ TO CASH

To add a short bar nesting:

7. Click on 531 PERSONAL SERVICES in the Dimension Viewer to
select it.

8. Drag 531 PERSONAL SERVICES to the right side of any EXP +
ADJ TO CASH row. A short bar will appear. If you have a long bar,
move the cursor slightly to the left and it will turn into a short bar.
Release the mouse button.
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NOTES

The DSS nests the next level of the dimension.

* PowerPlay - [FPlay1 of 14xbudgt [Reporter]] M=

Efile Edit “iew |nsert Ezplore Calculate Format Tools ‘Window Help =

DSB|Em| o] e & sE2] [ o) i n) el ) ] ]

= |14 0sc | Eiudget Type | ﬁccoums | Eran{ Year | ﬁudge{ CodesFunds | Bsc Cost Centers | rF\iscaI Vear | ﬁscal Period | [ ¥TD CERT BUDGET |

EI‘ WAETL Project\GL\Production Cubes\RL~]

;5'5 (17 1405C

= 14160 EXP +ADJTO  [EXP + ADJTO G

= O5C-GENERAL | GASH R p——

" ADJUSTMENTS

REV + ADJ TO CASH

b 27 533 SUPPLIES *

i 7 534 PROPERTY, PLANT AND E || 24180 EXP +ADJTO | EXP+ADJTO G
7 535 DTHER EXPENSES £ ADJL—| OSC-SPECIAL | CASH

k] (2 538 INTRAGOVERNMENTAL TI EXPENDITURES

&l (07 ADJUSTMENTS TO CASH - EXP ADJUSTMENTS

-5 REV + ADJ TO CASH

& -] BUDGETARY ACCOUNTS &l REY + ADJTO CASH

L | 3

B

&

z

3

L

For Help, press F1.

* PowerPlay - [PPlay1 of 14xbudgt (Reporter]] = 3] x]
E File Edit iew Inzert Egplore Caloulate Format Tool: Window Help == x|

DS HIS& - & e E@ s|a]|e] 6o 0] b))l ] k| b

| 1403 IBudget Type | Rccourﬁs |Erarﬂ Year | Budget Codes/Funds | Bsc Cost Centers | Fiscal Vear |Fisca| period | [ ¥TD CERT BUDGET |

= W-AETL Project\GLA\Production Cubes\RL 2]

2

il

g 263 Accounts 14160 EXP+ADJTO  [EXP + ADJTO Cf
= EG ExP + ADJ TO CASH 05C-GEMERAL | CASH EXPENDITURE
|7l 53 EXPENDITURES

# o 3 ADJUSTMENTS

%

— -[17 532 PIRCHASED SERVICE

] 33 533 SUPPLIES REY + ADJ TO CASH

M -[17 534 PROPERTY, PLANT &ND E || 24160 EXP +ADJTO  |EXP +ADJTO G
— -0 535 O0THER EXPENSES & ADJI—| OSC-SPECIAL | GASH

il B[ 538 INTRAGOVERNMENTAL T| EXPENDITURES
[@] -] ADJUSTMENTS TO CASH - EXP ADJUSTMENTS
— B[] REY +ADJ TO CASH

] -7 BUDGETARY ACCOUNTS 5| REV+ ADJTO CASH

Iy 4 | 0|

E

a5

Z]

4

|
L ¥

14160 OSC-GENERAL.EXP + ADJ TO CASH.EXP + ADJ TO CASH
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IA: DSS-01 Modifying Custom Reports (Reporter Mode)
DSS Basics

To nest the lowest level of the 531 accounts: NO TE S

9. If 531 PERSONAL SERVICES is not still highlighted in the Dimen-
sion Viewer, click on it to select it.

10. Click the Lowest Level Children of button on the Dimension
Viewer tool bar.

11.  Drag 531 PERSONAL SERVICES to the right side of any EXPEN-
DITURES row. When a short bar is displayed, release the mouse

button.
* PowerPlay - [PPlay1 of 14xbudgt [Reporter]] M=
E‘| File Edit “iew Insert Egplore Calculate Format Tool: Window Help - ﬁ'lll

D2|RB|ER | ie BE &2 [ e8] b na) 2] ] 2] k| )

£# |14 03cC | Eiudget Type | ﬁccoums | Eram Year | Eiudget CodesFunds | Bsc Cost Centers | Fiscal ear | ﬁscal Feriod | [ ¥TD CERT BUDGET |

.‘a = W-AETL Project\GLAProduction Cubes\R1L= ﬂ
2l @[3 140sC

m [ Budgst Type =

S| 2 Acouns l) 481 CaDG i E}F{\Z ; ADJTO  [EXP + ADJTO CASH

El B-E3 EXP +ADJ T0 CASH ’ EXPENDITURE | 531111 EPA-RE
= 5

L (7 532 PURCHASED SERVICES S SR
Tabe| 531421 HOLIDA
ki (7 533 SUPPLIES

] 7 534 PROPERTY, PLANT &ND E 531452 DUAL Et
= (7] 535 OTHER EXPENSES 4 ADJI—

jidl 7 537 INTRAGOVERNMENTAL T| 531481 EPA&SP
&l (77 ADJUSTMENTS TO CASH - EXP 521431007 SHIF
— @77 REY +ADJ TO CASH

I -7 BUDGETARY ACCOUNTS _l;l 531511 50CIAL
Ty | L | 4 531512 SOCIAL
= 531521 REG RE
B 531561 MED INE
Z 531572 UNEMP
I 531625 STDISA
%

T2 531631 WRKER B
|

=

160 OSC-GEMERAL.EXP +ADJ TO CASH.EXP + ADJ TO CASH

WALKTHROUGH: Adding Various Short Bar
Nestings

SCENARIO

You want to see MTD data for the 4th quarter of FY2001 and First
Quarter data for the FY2002. You decide to change the crosstab layout
to Indented 1 and close the Dimension Viewer so that more data will be
visible on the screen.
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Modifying Custom Reports (Reporter Mode)

NOTES

Walkthrough Objectives:

a Filter the data for MTD ACTUAL.

Add Fiscal Years 2001 and 2002 as columns.

0
0 Change the crosstab layout to Indented 1.
0

Add 4" quarter months, excluding the 13 period, to 2001 as a
lower nesting.

a a

Close the Dimension Viewer.

To filter for MTD ACTUAL.:

Add 15t Quarter months to 2002 as a lower nesting.

1. Position the cursor over MEASURES on the dimension line.

2. Click on MTD ACTUAL.

* PowerPlay - [PPlayl of 14xbudgt [Repoter]]

=|8] x|

E‘| File Edit View |nset Explore Calculate Format Todl: Window Help

=181 x|

D|D” EI|§|E¢L|O| i,l.g |IE| ;¢|E|{;‘|

[0 o) ba || 0] v [ | |

£ 14 05C I E;udget Type | Hccounts | Eram ‘ear | Eudget Codes/Funds | BSC Cost Centers | rF\isc:aI ‘fear | F\iscal Period | | MTD ACTUAL |

=@ W-AETL Project\GL\Pra

=l (11 14050

m £ Budget Type
=] [0 Accourts

E [0 Grart Vear

l (77 Budget Codes/Funds
o [0 05C Cost Certers
— 53 Figcal Year

abc P

L]

Efl =

[&] -7 MEASURES

< [ | |2 |

Ay

14160 EXF + ADITO
OSC-GENERAL CASH

EXF + ADJTO CA"EH

EXFENDITURE 531111 EPA-RE
8 431211 SPA-RE
531421 HOLIDA
531452 DUALEL

531461 EPAESP

Heavy line

531431002 SHIF
531611 SOCIAL
431612 30CIAL
531621 REG RE
531661 MED IME
531672 UNEMP
431625 5T DISA

431631 WRKER

14160 OSC-GEMERAL ExP + ADJ TO CASH.EXP + ADWJ TO CASH
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IA: DSS-01 Modifying Custom Reports (Reporter Mode)

DSS Basics

To add fiscal years as columns: NOTES
3. Scroll to the bottom of the Dimension Viewer list.

4. Double click on Fiscal Year in the Dimension Viewer.

5. Click on 2001 in the Dimension Viewer.

6. Press and continue to hold down the key.

7. Click on 2002 in the Dimension Viewer.

8. Release the key.

9. Drag these dimensions to the right of the home area. A heavy line

will appear. Release the mouse button.

s To add columns, click on a dimension, right click, and click
on Add as columns from the pop-up menu.

214

To add columns, click on a dimension to select it and click on
the Add as columns button on the Dimension Viewer tool-
bar.

To change the crosstab layout:

10.
11.
12.

Click on Format on the menu bar.
Position the cursor over Crosstab Layout.
Click on Indented 1.

s To change the crosstab layout, right click the mouse, posi-
tion the cursor over Crosstab Layout on the pop-up menu
and click on Indented 1.

The DSS changes the Crosstab Layout so more columns are visi-
ble.
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Modifying Custom Reports (Reporter Mode)

NOTES

* PoweiPlay - [PPlay1 of 14xbudgt (Reporter]] =7 ]

E File Edit “iew Insert Esplore Calculate Format Tools  Window Help

=l x]

D|D”|E|§|E¢1|n| tl.a |IE| ;¢|E|{;‘|

[ 28] b [ a1 k| |

£ | 1405c I E;udget Type | ﬁccounts | ﬁram “'ear | E;udget CodesiFunds | BSC Cost Centers | F\iscal ‘ear | F\isca\ Period | | MTD ACTUAL |

| | o]

|m
1%
z

T |=

AE]

o o Bt T

E- @ W:AETL Project\GL\Pra

. FY 2001 Fy 2002
-0 14050
-7 Budget Type
-3 Accounts 14160 0SC-GENERAL
(3 Grant Vear EXP + ADJ TO CASH
E3 Budget Codes/Funds
5 OSC Cast Centers EXP + ADJ TO CASH 10,906,575.59 | 1,859,233.11
= Cyggén EXPENDITURES
Fr 2001 531111 EPA-REG SALARIES-APPF|  135,444.09 27,045.79
Fv 2002
cal Period 531211 SPA-REG SALARIES-APPF|  4,387,303.19 700,082.62
-1 MEASURES 531421 HOLIDAY PAY- APPRO 304.81 0.00
531452 DUAL EMPL WAGES - REC 0.00 0.00
] | Il 531461 EPARSPA-LONGYTY PAY-/ £5,302.00 12,001.00
531431002 SHIFT 10% PREM PAY B,047.27 1,231.90
531511 SOCIAL SEC CONTRIB-AF|  333,930.50 54,181.38
531512 SOCIAL SEC CONTRIB-RE 0.00 0.00
531521 REG RETIRE CONTRIB-AF|  323,821.22 32,209.93
531661 MED INS CONTRIB-APPRi|  196,876.16 32,332.56

For Help, press F1

13.
14.
15.
16.
17.

18.

Click on April.

Click on June.

Release the key.

Drag these months to the bottom of the column label 2001. A short

To nest 4" Quarter months under fiscal year 2001:

Press and continue to hold down the key.

Double click on Fiscal Period in the Dimension Viewer.

bar will appear. If you have a long bar, move the cursor up slightly
and it will turn into a short bar. Release the mouse button.
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IA: DSS-01 Modifying Custom Reports (Reporter Mode)
DSS Basics

NOTES

* PowerPlay - [PPlay1 of 14xbudgt [Reporter]] ==
E]Eile Edit Miew Ingert Egplore Calculate Format Tools  ‘Window Help _|E||1|

]I = N P Fsl S R = T A PR

£F|140sC I E;udget Type I mccnurds I Eram Year | E;udget CodesiFunds I BSC Cost Centers I F\iscal ‘fear | F\isca\ Periad I | MTD ACTUAL I

.‘a [ Fiscal Year =l Fy 2001 Fy 2002 ﬂ
=1 E-E3 Figcal Perind
E - [] July
= August 14160 08C-GENERAL
Y [ September EXP + ADJ TO CASH
JoL October
ot Movember EXP + ADJ TO CASH 10,906,5745.59 1,859,233.11
— December
a_.E? Jaruay EXFPEMDITURES
’Hl February 531111 EPA-REGRALARIES-APPF 135,444.09 27,04574
== March
i o G SALARIES-APPF|  4,387,803.19 700,952.62
]@] V LIDAY PAY - APFRO 304.81 0.00
X 5] 13th Perid _|j 2 DUAL EMPL WAGES - REC 0.00 0.00
Y |1 | b 1461 EPARSPA-LONGYTY PAY-# £5,203.00 12,001.00
aﬂ 531431002 SHIFT 10% PREM PAY 6,047.27 1,231.80
E Short bar / 531511 SOCIAL SEC CONTRIB-AF 33393050 54,181.38
E 531512 SOCIAL SEC CONTRIB-RE 0.00 0.00
‘_i 531521 REG RETIRE CONTRIB-AF 32382122 32,298.83
%
— 531561 MED INS CONTRIB-APPRE 19587518 32,332.56 -
L4l
ForHelp, press F1.
* PowerPlay - [PPlay1 of 14xhudgt [Reporter]] G
E Fie Edit View Insert Esplore Calculate Format Tools Window Help o = |
D|S|B|ER o] & e B &R [ =] 08] b 022]] ] 1 ] d]
£ | 1405c E;udget Type |Rccoums | Brant “fear |Guuget Codes/Funds | Bsc Cost Centers | Fisca| ear | Fisca| Petiod | [ MTD ACTUAL |
3 B[] Fiscal Year = By 2001 By ﬂ
= 3 Fiscal Period 2002
m ..... July .
=] August Al My June
7 ----- September
— - 5] October 14160 OSC-GENERAL
¥ MNovember
“T Decerber EXP + ADJ TO CASH
abg
p=t Jarmary EXP + ADJ TO CASH 209,367 .67 900,524.79 1,275,224.99 |
w February
ﬁ March EXPEMDITURES
= ;
@ a‘:ﬂ 531111 EPA-REG SALARIES-APPF 10,839.83 10,839.83 10,839.83 [
— = June 831211 5PA-REG SALARIES-APFF 365,7585.55 353,158.09 353,158.09 HE
o 13th Period
Q -0 MEASURES = 531421 HOLIDAY PAY - APPRO 0.00 0.00 0.00 | 0.00
ﬁﬂ | | _'I_ 531452 DIUAL EMPLWWAGES - REC 0.00 0.00 0.00 | 0.00
%-i\ 531461 EPAESPA-LONGYTY PAY-# 1,467.00 1,780.00 3,356.00 &R
= 531431002 SHIFT 10% PREM PAY 596,16 303.61 37248 HRR
‘_‘,' 531511 SOCIAL SEC CONTRIB-AF 27,384.00 27.094.57 2725754 |HR
| E
prxil LI_I o

Faor Help, press F1
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IA: DSS-01 Modifying Custom Reports (Reporter Mode)
DSS Basics

NOTES To nest 15t Quarter months under fiscal year 2002:

19.  Scroll the report to the right using the horizontal scroll bar until
FY2002 is visible.

20.  Click on July in the Dimension Viewer.
21.  Press and hold down the key.
22.  Click on September, then release the key.

23. Drag these months to the bottom of the column label 2002. A short
bar will appear. If you have a long bar move the cursor up slightly
and it will turn into a short bar. Release the mouse button.

To close the Dimension Viewer:

24. Click on the Dimension Viewer button on the toolbar.

* PowerPlay - [PPlay1 of 14xbudgt [Reporter]] =& x]
E| File Edit Yiew Inzert Ewplore Calculate Format Tools Window  Help |7 5[

DS|E|8R] o] i lelEE| iR (2o w|ne i | ] k||
£ | 140sC I Eudga Type | ﬁccourﬁs | ﬁram “ear | Eudga CodesFunds | BSC Cost Centers | F\iscal ‘ear | rF\iscaI Period | | MTD ACTUAL |

Fy 2001 Fv 2002 ﬂ
April My June July August Septermnber
14160 O5C-GEMNERAL
EXP + ADJ TO CASH
EXP + ADJ TO CASH 809,367 67 90052479 1,275,224.98 1,008,413.19 840,819.92 0.00
EXPENDITURES
531111 EPA-REG SALARIE 10,839.83 10,839.83 10,839.83 16,205.96 10,839.83 0.00
531211 SPA-REG SALARIE 355755595 353,158.08 353158.09 358,165.79 34281683 0.00
531421 HOLIDAY PAY - AP 0.00 000 0.00 0.00 0.0o 0.00
531452 DUAL EMPL WAGE 0.00 0.00 0.0a 0.0a 0.00 0.00
531461 EPASSPA-LONGY 1,467.00 1,780.00 3,356.00 §,770.00 3,231.00 0.00
531431002 SHIFT 10% PF 59616 30361 372.48 652.81 579.09 0.00
531511 SOCIAL SEC CON 27,394.00 2709457 27,257 54 28,407.61 2577377 0.00
[T jj

For Help, press F1.

To close the report without saving:

25.  Click on the upper right hand [,

26. Click on No in the warning window.
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DSS Basics

SUMMARY NOTES

This section of the DSS handbook used walkthroughs to demonstrate how
to change a DSS report. Mastery of the skills demonstrated in this section
provides the user with many techniques for manipulating the DSS data.
Walkthrough topics covered:

Opening a report.

Creating calculation rows, columns, and layers.
Adding a blank row or column.

Adding an underline.

Moving rows, columns, and layers.

Swapping rows, columns, and layers.

Add short bar nesting to rows and columns.
Create multiple levels of nesting.

Format nesting.
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IA: DSS-01

Formatting and Printing

DSS Basics
Formatting, Printing and Exporting
Accessing . Nesting
Dsg%A:rf'e & Viewing Adding Dimensions
verview DSS Data Layers (Explorer Mode)
Creating Modifying Formatting,
Custom Custom Reports Printing
Reports (Reporter and_
(Reporter Mode) Mode) Exporting
Overview

The DSS allows users to format data by using commands that are similar to

those used in many Microsoft applications. These format commands are

standard in both the Explorer and Reporter modes. This section starts with
a walkthrough that demonstrates how to open a custom report. Successive

walkthroughs illustrate how to format DSS reports by:

» Displaying/Viewing/Changing Titles, Headers and Footers

* Formatting Categories

* Adjusting Row and Column Sizes

* Hiding Rows and Columns

*  Suppressing Zero Values

*  Printing

» Saving to Excel

WALKTHROUGH: Opening a Custom Report

SCENARIO

Your manager at the OSC has given you a list of formatting changes
for the custom report you saved earlier. You have organized the for-
matting requests into a logical manner and are ready to begin format-
ting the report.

The first thing you must do is open the custom report you named
class1.ppr.
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IA: DSS-01 Formatting and Printing
DSS Basics

NOTES Walkthrough Objective:

d Open the report class1.ppr.

FE4 NCAS Desklop

14X-Office of the State Controller v |

VIEWS REPORTS
GL Budget Code Control -| | -
Last Modified 2000-03-18 04:01:06.0
Launch ‘ | Ezxit ‘
Exit
To exit to the DSS Desktop’s main menu:
1. Click Exit on the Management Analysis Select menu.

The DSS displays the DSS Desktop’s main menu.

[£3 NCAS Desktop =
NCAS Decision Support System

Management Analysis | Financial Analysis Custom

NC| || NC| _» ﬁ
Agency Statmyiﬁmwﬂ Views /Reports

Custom Views/
Reports button }el Adobe Reports Exit

To open a custom report:

2. Click on the Views/Reports button in the Custom section of the
DSS Desktop’s main menu.
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IA: DSS-01 Formatting and Printing
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g’g Open
Look in: 1 custom 4 @ @ @ BE. A=
= Al -
D Mesting E = ] P
D tlasst.ppy 1 ncasdss
1 custom
= Dl
SEn Custom
= G Directory
= Hil -
File name: |cust|:|m | Open
Files of type: PowerPlay Reportifiew b Cancel
3. The default directory should be c:\ncasdss\custom. If not, select

the c:\ncasdss\custom directory in the Open dialog box.

4. Select class1.ppr from the list of custom reports displayed in the
Open dialog box.

5. Click on the Open button.

E"nf’,%l]pen
Look in: 1 custom | =] |6 3] B8 =
|j| Mesting Explarar.ppr
D class1 . ppr
Custom
Folder
class1 Open
Report button
File name: |c|ass1 ppr | Open
: iOpen selected file  ait+0 |
Files of type: PowerPlay Report \iew e
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IA: DSS-01 Formatting and Printing

DSS Basics
NOTES The DSS opens your custom report.
E File Edit “iew |nset Egplore Fomat Took Window Help ;Iilll

D|S|=SIR[ - | & [w|e]m] 2[R [ o]0 e el | ]|
| [ 12 05C | [ Bucget Type || Aosourts || Grant Vear | | Budge: Codesiurds || OSC Cost Certers | | v 2002 | [ EASURES | ‘

YTD CERT BUDGET Layer 1 of 8 —'
14160 24160 Budget
OSC-GEMNERAL | OSC-SPECIAL | CodesfFunds
EXP + ADJ TO CASH 0.00 0.00 0.00
REY + ADJ TO CASH 0.00 0.00 0.00
BUDGETARY ACCOUNT| (1,280,000.00) 0.00 | (1,280,000.00)
Accounts (1,280,000.00) 0.00 | (1,280,000.00)
Far Help, press F1.
To resize the dimension line:
6. Position the cursor on the edge of the dimension line until a double-
headed arrow appears.
7. Click and drag the dimension line until it is doubled in size.

Working with Titles

Most of the standard reports delivered with the DSS are created with a
default title, header and footer. Titles, headers and footers can include
text, variables and picture objects, and can easily be customized by the
user. The titles of Explorer Mode reports, however, are hidden, and will

not print unless they are unhidden. The following walkthrough demon-
strates how to unhide a title.

WALKTHROUGH: Unhiding Titles

SCENARIO

Your manager’s list has a request for a title. To begin, you would like to
see the default titles for the class1.ppr. You would also like to see the
available variables for a title.
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DSS Basics

Formatting and Printing

Walkthrough Objectives:
O  Unhide the default title.

O  Change title size.

To unhide report titles:

1. Click on View from the menu bar.

2. Click on Title.

The DSS displays the report with the title.

NOTES

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]] M=

E‘| File Edit “iew Insert Egplore Format Tools Window Help - ﬁ'lll
0|2 SR | ]w|eE|@] 22| [ o 0] ] 2a] 1o | ]
7| 14 05¢ || Budget Type | | Aocourts | | Grant vear || Budget CodesFunds | | 0SC Cost Certers | | Fv 2002 | [ MEASLRES |
<NEW TITLE> Layer1 of§ =t
MDC Date Time: 09012001 7:42:40 AM
[14 OSC] [Budget Type*ccounts] [Grant vear] [Budget Codes'F unds] [0S0 Cost C enters] [FY[|
YTD CERT BUD¢ET Layer1 of & f‘
14160 24160 Budget
05C-GEMERAL = OSC-SPECIAL | CodesfFunds
EXP +ADJ TO CRSH 0 0 0
REY + ADJ TO FASH 0 1] 0
BUDGETARY JCCOUNT (1280000} 1] (1280000)
Accounts / {1280000) 0 {1280000)
Title

Far Help, press F1.

r— When titles are unhidden, they usually are not sized cor-
rectly. One way to correct the sizing is to open the title box in

Edit mode.

To edit the title:

3. Double click on the title.
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NOTES The DSS displays a Title box.

¢ Title

BE =l = elzlulE == ] el

<NEW TITLE= =]
MDC Date/Time: OMDC file date{MM/ddAnnyy)0 OMDC fil

4

OCimenszion Nned ODefault MeasureOd

Insert
< button Format

/ menu
Title

area
\ |
1| »

0K I Cancel |

The Title box has a title area, a format menu and an Insert button.
The Insert button has predetermined variables that may be added
to the title, and may also be used to add graphics images to the title
area.

To view the available report variables:
4. Click on the Insert button.

5. Position the cursor over Report.
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The DSS displays the Report variables. NOTES
- P mlrlu|[= =] [
T -l

<HEW TITLE> =
MDC Date/Time: OMDC file date(MM/dd/yyyy)0 OMDC fil

»

Filz Date. ..

Wariable

Nurmbers
Dimengion
Picture Object...

Ok | Cancel |
Report variables are:
Report File Name This is the report name including the extension, the
name of the cube and the mode.
Ex. class1.ppr of 14xbudgt (Explorer)
Report File Date This is the date the report was created. The DSS

displays a Date and Time dialog box that is used to
format the date.

Report File Time This is the time the report was created. The DSS
displays a Date and Time dialog box that is used to
format the time.

o Tl | |

Bepart 2 I N
Fl e
Yariable 3 File Date...
Muribers 2 File Time...
Dimenzion 3 Diezcription

To view the available MDC variables:
6. Position the cursor over MDC.

The DSS displays the MDC variables.
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NOTES

The MDC variables are:

MDC File Name The name of the MDC including the path and
directory where it is located. This is very useful
since it tells you where your MDC is located on
your server.

Ex. c:\ncasdss\mdc\14xbudgt.mdc

MDC File Date The date the cube was created. The user is
prompted to choose the date format.

MDC File Time The time the cube was created. The user is
prompted to choose the time format.

MDC Description The cube name. Ex. 14xbudgt.

=i

Beport
MDC

Current Default Measure
Humbers Current Period
Dimenszion Current Bow

Ficture Object... Current Colurmn

Current Layer

*
*
‘Yariable 3
3
»

User Hame
Company Mame

Current Date. ..
Current Time...

To view the available Variable variables:

7. Position the cursor over Variable.

Commonly used Variable variables are:

Current Default The MEASURE that is currently filtered.

Measure Ex. YTD AUTH BUD. MEASURES is not
included in the Dimension Line variable when
added to a title. Since MEASURES is the last
category on the dimension line, it is usually
added to the title directly after the dimension line.

Current Date The date on the client machine (PC). The user is
prompted to choose the date format.

Current Time The time on the client machine (PC). The user is
prompted to choose the time format.
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Formatting and Printing

=
Beport 3 I

MDC 3

Wariable 3 MD
HNumbers 3 Page Number

Dimenzion 3 Layer Dizplay Referance
Picture Object... Feport Layer Reference

To view the available Numbers variables:

8. Position the cursor over Numbers.

Commonly used Numbers variables are:
Page Number

Report Layer Reference Current layer number of the total number of lay-
ers being printed. Ex. [Layer 1 of 2]

Cinseit T anal =l o
Report r I
MDC b
Wariable 4 M
Mumbers >
Dimension 4 Dimengion Line
Picture Object... Individual Dimensions. ..
To view the available Dimension variables:
9. Position the cursor over Dimension.
The Dimension variables are:
Dimension Line The dimension line as filtered, excluding the

MEASURES category that must be added from
the Variable menu.

Individual Dimensions Any dimension other than the MEASURES cate-
gory you desire. This is useful to verify that the
month and fiscal year are filtered correctly.

Picture Object A picture allows a BMP (Windows or OS/2 bit-
map) or a WMF (Windows Metafiles) file to be
added to a title, header or footer.

To close the title box:
10. Click on the OK button.

r— The title will not resize if the Cancel button is chosen.

NOTES
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Formatting and Printing

NOTES The DSS displays the full default title. The DSS has a placeholder,
<NEW TITLE>, for your report title.

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]] MmEE

Efile Edit View |nsert Esplore Format Tools ‘Window Help

=181 x|

D|D"|EI|§|EG1|O| £|-a||lz|| ) E|{A‘|

EEETAMEE PR

£2[ 13 03¢ | [ Budoet Type | | Accounts | [ Grant vear | | Budget Codesirunds | | 0SC Cost Centers | [ 2002 | [ WEssURES |

MDC Date/Time: 0901/2001 7:42:40 AN

<NEW TITLE>

[14 O5C] [Budget Type] [Accourts] [Frant vear] [Budget Codes’F unds] [O5C Cost Cent&q [F2002] [July] MEASURES

YTD GERT BUDGET \ Layer 1 ofg =
14160 24160 Eudget\
03C-GEMERAL | OSC-SPECIAL | CodesiFunds
EXF + ADJ TO CASH 0 0 0
REV + ADJ TO CASH 0 0
BUDGETARY ACCOUNT (1280000) 0 (128000
Accounts {1280000) 0 {1230000}\
\
Placeholder
<NEW TITLE>

For Help, press F1.

The following walkthrough demonstrates how to view a header and footer.

WALKTHROUGH: Viewing Headers and Footers

SCENARIO

You would like to see the default headers and footers for class1.ppr.

Walkthrough Obijectives:

a View default headers and footers

There are three different ways to review report headers and footers. The
first is to print the report. The second is to perform a print preview. The
third is to change the page layout to either page layout or page width.

To view the headers and footers:

1. Click on the Print Preview button @

on the tool bar.
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The DSS displays the print preview window. NOTES

* PowerPlay - [class1 . ppr of 14xbudgt [Explorer]]
st Pagel Bres: Pagel TwoFage | Zoom |n | Z o H I LCloze |

I 1 ppr o {ashudg L Bplorer
Prinl Dk Thne : & 14/200 | 3:53:55 P00

| THEWTITIE
— — TR T De o T o7 A A

14150 ZHED
050 -GENERA L | OST-SPEC 14

L
ExP+ AN TO C& o o
REV+ ADTO C& o o
BUDGETARY A JouN 1280000 o
]

[ncounts ]/ (10000 )

/

Report Header Report Footer

ExP +ADJ TO CASH

2. Click on the Close button to close the print preview window.

The following walkthrough demonstrates how to change a title, header or
footer of a data presentation. Changing a title, header, and footer may
include selecting the font, size and color for the title, header, or footer.

WALKTHROUGH: Changing Titles, Headers,
and Footers

SCENARIO

Your manager would like the report title to include “Budget Code
Account Analysis,” the MDC date/time and the Dimension Line. You
need to change the title placeholder to the new report title.

Walkthrough Objective:

O Add Budget Code Account Analysis as the report title.
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NOTES To edit the default title:

1. Double click on the title.
& Title
Insert... i iA[iaI _:_! 13 :_! B ; I!Q; E%w _E; E! m .?‘o Ee] i

<NEW TITLE> )
MDC Date/Time: OMDC file date(MIgdd/ )0 OMDC fil

OCimenzion Line0 ODefault Measured

Title
Placeholder

-
1 | »

OF. I Cancel ;

2. Highlight <NEW TITLE> to replace it.

3. Type Budget Code Account Analysis.

« Title

Insert... i i.t’-‘n.rial .Z.'.j 310

OCimension Lined ODefault Measured

Font Size Budget code
account .
analysis

. | o

0K ] Cancel 1

To format the title:

4. Highlight Budget Code Account Analysis to select it for format-
ting.
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5. Click on the down button to display the font size options. NOTES
6. Click on 16 to choose the font size.

7. Click on the OK button.

The DSS displays the new title.

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]] HmEE

E] File Edit “iew |nset Explore Fomat Tools Window Help

D|S[®ISR[ o] &|w|2|@| 2 |k]R] [ o] ]t ] ] ]|

| 14 05C | [ Budget Type || Aocourts | | Grant vear | | Budset CodesFunds | | O5C Cost Certers | [ Fv 2002 | [ MEAsURES |

Budget Code Account Analysis
MDC Date/Time: 09012001 7:42:40 AM

[14 05C] [Budget Type] [Accounts] [Grant vear] [Budget Codes’Funds] [OSC Cost Centers] [Fv 2002] [Julby] MEASURES

YTO CERTBUDGET Layer1of 8
14160 24160 Budget
0BC-GEMERAL | OSC-SPECIAL | CodesiFunds
EXF + ADJTO CASH 0 0 0
REY + ADJ TO CASH 0 0 0
BUDGETARY ACCOUNT (1280000) 0 (1220000}
Accounts (1280000) 0 (1280000)

For Help, press F1

Formatting Values and Labels

The following walkthrough demonstrates how to change the format of
numbers in the DSS reports.

WALKTHROUGH: Formatting Values

SCENARIO

You have decided that the next logical step is to complete the format
menu changes that your manager requested. You will format the num-
bers as currency with commas and no decimal places.

Walkthrough Objectives:
O  Selectall.

O Format numbers as currency with no decimal places.
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NOTES The first step to format in the DSS is to select the cells that need to be for-
matted.
E‘| F|IeV|ew Insert Egplore Format Tools ‘Window Help =& x|
= Undo Ch. to R t Title Chil+2 s
Dl= o Chenges toRepet T B2 o4 | | | [ o] 8 | 2] v b |
QE o S ear | [ Budget CodesFunds | [ 03C cost Cemers”FY2DD2|mmEASURESI
Easte Special..
Delete » udget Code Account Analysis
ChlsF MDC Date/Time: 0901/2001 7:42:40 AWM
Bows
[14 0=0) Hename Latel. E2 LColumns =t Centers] [Fv 2002] [July] MEASURES
¥TD CERT BUDGET Layers Layeri ofg =
14160 Budget
OSC-GEMERAL | OSC-SPECIAL Codes/Funds
EXP + ADJ TO CASH 1] 1] 1]
REV + ADJ TO CASH 1] 1] 1]
BUDGETARY ACCOUNT (1280000) 1] (1280000)
Accounts (1280000) 0 (1280000)
Selects the entire repaort
To select the data where the number format will be changed:
8. Click on Edit on the menu bar.
9. Position the cursor over Select from the drop-down menu.
10.  Click on All from the drop-down menu to highlight the data.
r— Notice that the DSS gives you a choice of selecting rows,
columns, layers or all.
s To select all, press the and (A) keys simultaneously.
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The DSS highlights the data. NOTES

* PowerPlay - [class1_ppr of 14xbudgt [Explorer]] - &=
E] File Edit “iew Inset Explore NEiE Tools Window Help _|ﬁ||1|

Dlsl@SRlo] tle p2uie | 5 ol |« ]
= e = = e oriters | [P 2002 | [ MERSURES |

Lategories
Title, Header and Footer »
Dizplay Background...

Palette 13 |y3 IS
Legend Font... -0 AM
Hide 3

[14 O5C] [Budget Type] [Accounts] [Grant thide

YTD CERT BUDGET Layer1 of &
Styles...

Changes the format, font, alignment, and patterns for values.

To change the number format:

4. Click on Format on the menu bar.
5. Position the cursor over Categories from the drop-down menu.
6. Click on Values Only from the drop-down menu.

r— The category choices are: Labels Only, Values Only, Labels
and Values and Default. To use any of these formatting
choices other than Default, you must first select the area to
be formatted.

L1

Right click, then position the cursor over Format Categories
and click on Values Only.
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NOTES The DSS displays the Format Categories dialog box.

HE|

Format Categories
Font I Fu:urmati .ﬁ.lignment; Patternsi

Fant: Font style:
i%

T Avial Black

;Flegular

Bold

I

_ Bold Italic
T Awial Marrow [talic
T Bookman Old Siyle =]
Dwer or underling: LColor:

e\ 3 [ m—]

[ Stikethrough

Format Tab

1000000.00|
(] 4 i Cancel J

r— The Format Categories dialog box facilitates formatting the
font, format (numbers), alignment and patterns.

7. Click on the Format tab.

The DSS displays the format options.

Format Categories 1

Font ~ Format ; Alignment } Patterns 1
1

Format option: - Format option
Gereral j
[E-+000 _Ij
Number of
Decimal places: = < decimal places
Sample: oog
Sample value: 1000000 Sample
$1,000,000
ok i Cancel
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8. Click on $#,##0 in the Format Option box. NOTES
9. Change the decimal places to 0 by pressing the TAB button and

typing O.

4 Click on the down arrow in the Decimal places box twice.

Highlight the number 2 and type a 0.
Notice the change in the format sample area.

10.  Click on the OK button.

11.  Click in the home area to deselect all.

The DSS displays the data in the number format selected.

* PowerPlay - [class1.ppr of 14xbudgt (Explorer)] 8] %]
E] File Edt “iew Insett Epplore Fomat Tools Window Help - E‘Iﬂ

DIR[0 o] & |wlml@| s[5 [F o8] b e tia] | x| ]|
| [ 14.05C | [ Buduet Tvpe | | Sccounts | [ Grant vear || Budget Codesiunds | | 05C Cost Centers | [Fv 2002 | [ WERSURES | |

Budget Code Account Analysis
MDC Date/Time: 09012001 7:42:40 AM

[14 OSC] [Budget Type] [Accounts] [Grantear] [Budget Codes/Funds] [DSC Cost Centers] [P 2002] [July] MEASURES

YTD CERTBUDGET Layer1 ofd —I
14160 24160 Budget
0SC-GEMNERAL | OSC-SPECIAL | CodesiFunds
EXP + ADJTO CASH 50 §0 §0
REY +ADJ TO CASH 5o 50 0
BUDGETARY ACCOUNT (1,280,000 50 (51,280,000
Accounts 1$1,280,000) 0 1$1,280,000)

For Help, press F1

The following walkthrough demonstrates how to align and bold column
labels in the DSS reports. Row labels and data can also be aligned using
the same procedure.

WALKTHROUGH: Formatting Labels

SCENARIO

You decide next to bold and left justify the column titles on the report
you have designed.

Office of the State Controller 223 NCAS Training.3



IA: DSS-01
DSS Basics

Formatting and Printing

NOTES Walkthrough Objectives:

O  Bold the column headings.

O  Left justify the column headings.

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]] mEE
E| File Wiew |nset Egplore Fomat Tool: Window Help

=18l x|

Dl Wdfoms 042 3| | o4l R [ 8 128 b ]
- e T+
f= ‘_—
E . e urts | [ Grare vear | | Busgst CodesiFunds | | 05C Cost Centers | [ Fv 2002 | [ MEasRES |
Paste Special...
Delete ’ Budget Code Account Analysis
TEd | @ MDC Date/Time: 0901/2001 7:42:40 AM
Find Chrl+F
(14 05c] Fename Label lnds] [OSC Cost Centers] [Fr 2002] [July] MEASURES
¥TD CERT BUDGET ey Layer1ofg o
Al Chil+,
1 $ror———————= 1o Budget
0SC-GEMERAL | OSC-SPECIAL | CodesiFunds
EXP + ADJ TO CASH 0.00 0.00 0.00
REV + ADJ TO CASH 0.00 0.00 0.00
BUDGETARY ACCOUNT | (1,280,000.00) 0.00 | (1,280,000.00)
Accounts {1,280,000.00) 0.00 | (1,280,000.00)
Selects all columns of the active repart.
To highlight column titles:
1. Click on Edit on the menu bar.
2. Position the cursor over Select from the Edit drop-down menu.
3. Click on Columns from the Select drop-down menu.
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NOTES

E File Edit “iew Insert Egplore NEepER Tools Window Help _|ﬁ||1|

D| S| & S[R] 0| R [ DevrDetons. §o|ﬂ|u|u|m||_||g||_|u||
[~

Crozstab Layout

= == fenters ] [Fv 2002 | [y | [ MERSLRES |

Lategories
Title, Header and Footer » Ealues Ony...
Dizplay Background... Labels and Yalues... -
Palette.. Defaul... 13 Iys IS
e Eit. oo rever =0 AN
Hide 3

[14 OSC] [Budget Type] [Accounts] [Grant Urbide Cost Centers] [FY 2002] [July] MEASURES

¥TD CERT BUDGET — Layer 1078 =

Styles...

EXP + ADJ TO CASH 0.00
REY + ADJ TO CASH 0.00 n0.on 0.00
BUDGETARY ACCOUNT

Accounts (" } 000 |

Changes the font, aignment, and patterns for labels.

To bold the column titles:

4. Click on Format on the menu bar.
5. Position the cursor over Categories from the Format drop-down
menu.

6. Click on Labels Only.

4 Right click, then position the cursor over Format Categories
and click on Labels Only.
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NOTES The DSS displays the Format Categories dialog box.
Format Categories
Font | Alignment I Pattems I
Font: Font gtyle:
IE IHeguIar
T Avial Black =[5 eic
T Avial Marraw Italic
T Boaokman Old Style LI
Ower or underline: LColar:
<Nore> ] [— ]
™ Stikethrough
1000000
Ok, I Cancel
7. Click on Bold in the Font style section.

r— Notice that there is also a list box for selecting Over or
underline effects.

To left justify the column headings:

8. Click on the Alignment tab.
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Notice that the Column label area is the only area active because NOTES
only columns were chosen on the report.

Format Categories

. ( [+ Hight E0 efanly \

Column label
4“]““{

ok ]| _ ceneel |

9. Click on the Left option button, then click the OK button.

10.  Click on the home area to deselect everything.
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NOTES The DSS displays the results.

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]] mEEI

E]Eile Edit “iew Inzert Explore Fomat Tools ‘Window Help

=18l x|

D[S RIS|R[ o | & [w|2@)] 2 iR [0 o]t b | e 1]

[ 13 05 | [ Budget Type | | Accounts | | rant vear | [ Budget CodesFunds | | 05C Cost Certers | [ Fv 2002 | [ ViERSURES |

Budget Code Account Analysis
MDC Date Time: 09012001 7:42:40 AN

[14 O5C] [Budget Type] [Accounts] [Grant vear] [Budget Codes'F unds] [O5C Cost Centers] [FY 2002] [July] MEASURES

YTD CERT BUDGET

Layer1 of 8 —'

14160 24160 Budget
OSC-GENERAL |OSC-SPECIAL |CodesFunds

EXP + ADJTO CASH 0.00 0.oo 0.00

REY + ADJ TO CASH 0.00 0.oo 0.00
BUDGETARY ACCOUNT| {1,280,000.00) 000 (1,280,000.00)

Accounts (1,280,000.00) 0.00 | {1,280,000.00)

For Help, press F1.

WALKTHROUGH: Formatting with Overline/Underline

SCENARIO

the ACCOUNTS total.

You decided next to create a single overline/double underline around

Walkthrough Objective:

d Put a single overline/double underline around ACCOUNTS.

To select the row to format:

1. Click on the row label ACCOUNTS to select it.
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* PowerPlay - [class]_ppr of 14xbudgt [Explorer]] =] ]

Efile Edit “iew Inzert Egplore Format Tools ‘Window Help

D[S @ S|R o] &[] /iR [ o] na] ] ] b i | 1] |

=181 x|

22| 14 05 || Buduet Type || Accourts || Grar vear | | Busest CodesiFunds | | 05C Cost Certers | [ Fv 2002 | [ MEAzURES |

Budget Code Account Analysis
MDC Date/Time: 09012001 7:42:40 AN

[14 O5C] [Budget Type] [Accournts] [Grant vear] [Budget Codes'F unds] [OSC Cost Centers] [Fy 2002] [July] MEASURES

YTO CERT BUDGET Layer1ofd

=

14160 24160 Budget
OSC-GENERAL |OSC-SPECIAL  |CodesFunds

EXF + ADJ TO CASH 0.00

0.00 0.00

REY + ADJ TO CASH 0.00 0.00 0.00

BUDGETARY ACCOUNT | (1,280,000.00)

0.00| ¢1,280,000.00)

Fename Label..  F2

v Eil?:jt& Walues...
Dl Y ey L »

Lrosstab Layout (3
Delete 3

Explain

Changes the fGimat, font, angnment, and patterns for values.

To open the format dialog box:

2. Right click the mouse to bring up the pop-up menu.
3. Position the cursor over Format Categories from the pop-up menu.
4, Click on Values Only from the pop-up menu.

Click on Format from the menu bar, position the cursor over
Categories, and then click on Values Only.

NOTES
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NOTES The DSS displays the Format Categories dialog window.

Format Categonesz

2urial K
T Arial Black
T Arial Marrow
T Bookman Old Style

|7 Over or underline box
10 I_

ok | cece |

To overline and to underline the row:

5. Click on the down arrow on the Over or underline list box.

6. Scroll to the bottom of the box.

7. Click on the 7000000.
8. Click on the OK button.

9. Click on the home area to deselect the row.
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The DSS displays the report with the total underlining. NOTES
) Fle Edit View Insst Esplore Fomat Took ‘window Help ===

D/ ISR [o| & wlEE] s|iw]|R] 6 o8] b ] ] ]|
2 14 05C || Buget Type | | ccourts | [ Grant vear | | Busget Covesiunds | | OSC Cast Certers | [ Fv 2002 | [ nEazurez |

Budget Code Account Analysis
MODC DateTime: 09012001 7:42:40 AM

[14 OSC) [Budget Type] [Accounts] [Grant vear] [Budget Codes'Funds] [OSC Cost Centers] [F 2002] [July] MEASURES

YTO CERT BUDGET Layer1 af 8 o
14160 24160 Budget
OSC-GENERAL |OSC-SPECIAL  |CodesFunds
EXP + ADJTO CABH 0.00 0.00 0.00
REY + ADJ TO CASH 0.00 0.00 0.00
BUDGETARY ACCOUNT| (1,280,000.00) 0.00 | (1,280,000.00)
Accounts (1,280,000.00) 01 (1,280,000.00)

For Help, press F1.

Zero Suppression

Building custom reports may result in many rows or columns in which the
values are all zeros. The Suppress Zeros feature can conceal these from

view, and yet allow them to reappear whenever a cube update results in a
non-zero value in a concealed row or column.

WALKTHROUGH: Suppressing Zero Values

SCENARIO

Your manager wanted budget codes with all zero values hidden. Since

these Budget Codes may have values in them in the future, you decide
to suppress zero columns.

Walkthrough Objective:

a Suppress zero columns.
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NOTES

* PowerPlay - [class1_ppr of 14xbudgt [Explorer]] =] %]
E File Edit Yiew Inzert J&HEE Fomat Tools Window Help -|ﬁ'|ﬂ

o Swa =
i =) =1 Y i :E|E«‘|

Change Dizplay

[ = Budget Typ

i o | 9] ] 10 b [ o |
[ 03¢ Cost Certers | [ Fv 2002 | [ WEzUREE |

Sup as Rows and Columig

Automatic Exceptions »

Bows Only
Custom Exceptions... Columns Only
ResetDimensions ~ Jet Code Account Analysis
Rank _ DC Date Time: 09012001 7:42:40 AN
Soit..
[14 OS50 [Budget Type] [fccour  HESHTE Funds] [O5C Cost Centers] [F¥ 2002] [July] MEASURES
YTD CERTBUDGET | ShowValuesds b Layer1og =
Canyvert Eumeney.. Budget
Difl Through ECIAL  |CodesFunds
EXP + ADJ TO CASH Get Data ’ 0.00 0.00
REV + ADJ TO CASH Fhange to Repoter 0.00 0.00
BUDGETARY ACCOUNT| (1,280,000.00) 000 | (1,280,000.00)
Accounts {1,280,000.00) 0.00 | (1,280,000.00)

Toggles zero suppression of columns.

To suppress zero value columns:

1.

2.

Click on Explore on the menu bar.

Position the cursor over Suppress Zeros from the drop-down
menu.

Click on Columns Only from the drop-down menu.

The DSS places a check mark in front of Columns Only, in the Sup-
press Zeros drop-down menu, after it has been selected. (To dese-
lect, click on Suppress Zeros and then click on Columns Only
again.)

r— The DSS allows zero value rows or columns or both to be
hidden.
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The DSS displays the results.

* PowerPlay - [clazs1.ppr of 14xbudgt [Explorer]] HEE
E File Edit “iew Insett Epplore Format Tools  Window Help =1 |

D[R SR | &[] 2|%|R] [ ] B] a1 1| 1]
% 14 05¢ | [ Budget Type | | Accourts | | Grant vear || Budget CodesiFunds | | 05C Cost Centers | | Fv 2002 | [y | [ niEasiRes |

Budget Code Account Analysis
MDC Date/Time: 09012001 7:42:40 AM

[14 OS] [Budget Type] [Aoceunts] [Grant Yead [Budget Codes’F unds] [DSC Cost € enters] [F¥ 2002] [July] MEASURES

YTD CERT BUDGET Layer1 of @ —I
14160 Budget
OSC-GENERAL |CodesFunds
EXF + ADJ TO CASH 0.00 0.00
REY + ADJTO CASH 0.00 0.00

BUDGETARY ACCOUNT| (1,280,000.00) | (1,280,000.00)
Accounts (1,280,000.00) | {1,280,000.00)

Far Help, press F1.

Using the Suppress Zero values command slows processing. It can be
used more effectively as a preliminary to printing.

Printing a Report

A DSS report can be printed to retain a hard copy of the data at a particular
point in time. The following walkthrough demonstrates how to print a DSS
report.

WALKTHROUGH: Printing a Report

SCENARIO

You have finished the formatting changes your manager requested.
You want to print a copy of the report for your manager’s review.

Note: Since this is a training class, we will not be printing the report.

Walkthrough Objectives:
O  Review Page Setup.
O  Review Print Box.

a Use Print Preview.

NOTES
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NOTES To select the Page Setup:

1. Click on File on the menu bair.

2. Click on Page Setup from the drop-down menu.

Page Setup
Margirz | Faper Sizel

Top: |

oo = \
t Margin sizes

Bottom:

[1.o0" — in inches
Left:

[1.00” =
Right:

o =] > 4

Page Setup /

preview

ak. I Caticel |

3. Change the Left, Right, Top, and Bottom margins to.5 in the Mar-
gins tab of the Page Setup dialog box.

= The margins you will set will depend on the printer you are
using.
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NOTES

Page Setup E :
Margins Faper Size ]

Paper tupe;
Letter 21/2% 17 in

Legal31/2x141in
Enecutive 7 1/4 » 10 1/2 in o

Tabloid 11 %17 in {
A3 297« 420 mm
Ad 2100w 297 mim

B4 [JIS] 257 « 364 mm | ===5
BE [IS] 182 « 257 mm {
Envelope #1041/8891/21n
Ervelope DL 110 % 220 mm
Envelope C5 162 & 229 rim
Envelope Monach 3 7/8 7 1/2in
Envelope BS 176 « 250 mm
Japanese postcard 100 & 148 mm
Japanesze Dbl Postoard

Mawinnum 11.7 2177

(] 1 Cancel j

To change the paper size and orientation:
4. Click on the Paper Size tab.

5. Click on the down arrow on the Paper type list box to get a list of
available paper sizes.

6. Click on Letter 8 "2 x 11 in to choose it. This paper size may
already be selected.
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NOTES

Page Setup

[ 2] X]

Margine Faper Size |
Paper type; Width;
Letter 3172 %11 in j I'I1.EIEI"

Paper source:

Height:

x| |es0

Auto Select
|pper tray
tanual feed
Lawer bray ==
Large capacity

OFE. I Cancel

To view the potential paper sources:

7. Click on the down arrow on the Paper source list box. For this

example, there is no need to change the selection.
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If you want to change the paper Orientation, click on the appropriate option
button. Landscape is the most common choice for a DSS report.

Page Setup

Margine Faper Size |

Paper type; Width;

[Letter 81/2 %11 in x| oo

Paper source: Height:

itz SR
Orientation

" Paorlrait —

* | andscape

] I Cancel

8. Click on the OK button.

To open the Print dialog box:
9. Click on File on the menu bar.
10.  Click on Print from the drop-down menu.

The Print dialog box appears. The Print dialog box has four signifi-
cant sections:

. Printer selection
. Print Range

. Copies

. Other
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Print i
Fritter
Mame: zcadmin Froperties. . 14 Printer properties
Status: Default privter; Ready |
Type; HF Laserlet £4¢; S\H . Scadmin. controller. ozc. state | Printer Name
| where:  SCOSCO1
' Comment I Pinttofle |

PHIIL F@IFIGE - e e s ey
&+ Al Pages

" Pages

[T Colors a5 patterns

ety B R L O
i Fitber BrEne
Tl UL T T

Threzhold:

k. Cancel

Frewie. ..

P I:DplES"

Mumber of copies:

REE Caollate

Number of copies

=P

[0 <

Page limit

Print options

i
AN

L\thin:lns... H7
\

Print range

Print preview

The Printer selection area is for choosing a printer. This also has a but-
ton that will allow you to change the properties for your printer. The Print
to file check box will print the report to a.prn file that can be sent to a

printer.

The Print range section is used to select the entire report, pages or selec-

tions of a report to be printed.

The default is to print one page.

The Copies section is used to select multiple copies of a report to be

printed. You may also choose to collate the report.
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PowerPlay

;? The number of pages requested iz greater than the masximum number of pages that you've
* zet az the threzhold,

['o you want ko print out more pages than the threshold?

NOTES
B

The Other section determines the Threshold of pages to be printed. The
DSS will warn you if you are asking to print more than the threshold. The
DSS will print the pages up to your threshold if you reply that you do not
want to print more pages than the threshold. If you click on the Yes button,

the remainder of the pages will print.

The Fit to Page option will fit each layer to a page. If there are many rows

or columns, this option will reduce the size to an illegible level.

The Options button is used to change print options to print more than one

page and/or layer of a report.

The Preview button is used to preview the print job.

e~ 1 <1

Properties... l

Marre: zcadmins

Statuz: Default printer; Ready

Type: HF Lazenlet 44 \WHch Scadmin controller osc. state

| Wwhere:  SCOSCOT

Carnrent; [~ Piint ta file

[~ Print range-—— i~ Copigs—

| & AllPages | Murnber of copies: 1 E

| ’

[ = Frari: To

: = o 3| T Collat

| " Pages 1 e

[T Colors az patterns Threshold: i'l ]

7 Bt page

Ok ] Cancel Previgw. .. J Dptionz... J
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NOTES

To select the printer:

11.  Click on the Name list box to change the printer. You will see the
list of available printers. Since we are not going to print in this
example, you do not need to make a selection.

12.  If the printer properties need to be changed or reviewed, click on
the Properties button to change printer properties, including print
quality.

To view the report before the options are changed:
13.  Click on the Preview button.

The DSS displays the print preview. The page buttons are not
active, which indicates that only one page of the report will print.

* PowerPlay - [class1.ppr of 14xbudgt [Explorer]]

K ﬂextPageI Frey Pagel o Fage ' Zoom |n | Zoo Hut Lloze

Budget Cod count Analysis
MO Dot Time. 1720017 4240 40

clas | ppr of 1sabudg | Eploer
Prind Dak Thne : S0 14/20019:17 D8 PI

1460 Bl
0 C-HEN ERAL

ExF+ A TO CATH &)
REV+ ADTO CAZH om
BUDGETSRY SCCOUN| (12800000

[Bomunts [iERIEIT] AEEE

Inactive buttons

Reparl Fomal 9 14/2001 514557 P

ExP +ADJ TO CASH

14. Click on the Close button.

To change Print Options:

15.  Click on the Options button.
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NOTES
PintOptions ————EE|

Frinting | Rows and Layers I

— Printing
% {Print pane layout i Print selected

! Print selected glisplay[s]A‘/ display(s)

- Selected digplay printing options
I | Frint axes and|labelz on &l pages

I™| Eiint the summaniiew om &l pages
1| Brinit the summans calumt ot all pages

™| Bririt the display kiteon &l pages

I nelude e [egend

(] I Cancel

r— Print page layout view - will print the first page of all displays
as they appear in the page layout view. Print selected dis-
plays - will print all pages for the selected display. At present,
we only have one display.

16.  Click on the list box Print selected display(s) in the Printing area.
The Selected display printing options will become active.
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Print Options K

Frinting | Rows and Lavers I

— Printing
" Frint page layout wview

- Selected display printing options I
™ Print azes and labels on all pages \ I
™ Pririt the suramany row o all pages Display printing
™ Frint the summary column on all pages : options

1= Eririt e display bitle o allpages
I | Inclide the legend

ak., I Cancel |

17.  Choose display printing options, as desired.

To set to print more than one layer:

18. Click on the Rows and Layers tab.
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Print Options

| | SYETS:

Layers:

W TD CERT BLUDGET

wTOAUTH BUDGET

v TD EMCURMEBRAMCE [W]B D GE TARY ACCOUM
CMTD ACTLAL [w]Acoount:

[JATD ACTUAL

v TD FISCAL ACTUAL

CJUnesp Cert &t

CJUnesp Auth &mt

Print Options

YTD CERT BUDGET

W TD AUTH BELUDGET WIREY +al) TO CASH
[w]vTD EMCUMBRAMCE [W]B D GE TARY ACCOUM
Wit TD ACTIAL [w]Acoount:

W OTD ACTUAL

W TD FISCAL ACTUAL

[w|nesp Cert &t

[w|Unesp Auth Amt
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NOTES 19.  Click on the Print the specified rows and layers select box.

20.  Double click on the All layers select box to choose all layers.

Individual layers or all layers can be chosen.

21. Click on the OK button.

Notice that all areas of the Print dialog box are now active.

R R

— Printer

Fame:

scadming

Status: Drefault printer; Beady

Properties. . |

Type: HF Lazenlet 44 MWk Scadminz. controller. oz, state

where: SCOsSCo

Comment; ™ Frint ta fil=
— Print range Copies

Al Pages Mumber of copies: I'I 3:

" Selection

o From To:
s o Collat

" Pages [ @I‘ G
[ Colors as patterns Threskiold: I‘I 1]
[" Fitto page

OF. Cancel Fresiew. .. | Ophiong. .. |

To preview the print job:

22. Click on the Preview button.

Office of the State Controller

244

NCAS Training.3



IA: DSS-01
DSS Basics

Formatting and Printing

The DSS displays the print preview. Notice that the page buttons

are now active.

* PowerPlay - [class1._ppr of 14xbudgt [Explorer)]

clams | ppr of Labulgl (Bplorr
Pl Dak e : &0 14200 1 927 02 PM

Buklg ode Account Analysis
DS Cae e 0801200 17 142 40 20
o] 134 o Comtd ¥ I MEASLFE

AN

HED

En
0% C-HEH ERLL

ExP+ ADTO CATH
REV+ ADTO CAZH

BUDGETARY ACCOUN| ¢

[Losounts

Page
buttons

Repal Fomal 1 4201 54357 Al

EXP +ADJ TO CASH

23.  Click on the Next Page button to scroll through the report pages.

24. Click on the Close button.

25.  For this example, click on the Cancel button. (You would complete

the printing process by clicking the OK button.)

Saving a Report to MS Excel

Users sometimes find it useful to save a record of the DSS data at a partic-
ular point in time, for example, after performing complex calculations on
the DSS data, or to send the data in electronic format to coworkers who do
not have access to the DSS.

The following walkthrough will show you how to save a report to Excel.
Financial data in this spreadsheet will not be automatically updated by the

DSS and cannot be drilled up or down.

NOTES
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WALKTHROUGH: Saving to Excel

SCENARIO

Your manager wants the data on this report saved as of today. You
decide to use Excel so that the report will not be automatically updated

with new data. Name your spreadsheet class2.

Walkthrough Objectives:

a Save the DSS data to Excel.

a View the data in Excel.

To save the report to Excel:

2.

1. Click on File on the menu bar.

Save As

Click on Save As from the File drop-down menu.

Save im;

I _ oustam

=| class1.ppr

=| ClazzRpt.ppr

=| Claz=Rpt_Modified. ppr
=| Custorn.ppr

=| Custorn]_Modified. ppr
=| MestingE «plarer. ppr

=| MestingReporter.ppr
File narmne: clazzd Save
Save as lype: | PowerPlay reports [*ppr] j Cancel

FowerPlay reports [* ppr)
FPowerPlay cubesz [*.mdc)
Delimited A5CI [, asc

Excel file type

Excel files [ xlz)

Type class2 in the File name box of the Save As dialog box.
Click on the down arrow beside the SAVE AS TYPE field.

Click on Excel files (*.xls) to select it from the SAVE AS TYPE field in
the Save As dialog box.
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8.

9.

r— Note the other available choices of file types.

r— The number of characters to use in the naming of your report
is limited only by the drive to which you are saving it.

Select the c:\ncasdss\custom directory from the list box, if not

already chosen.

Click on the Save button.

The DSS sends a completion message.

PowerPlay

Repart zuccessfully saved az Excel file,

Click on the OK button.

* PowerPlay - [Class1_ppr of 14xb ACam NI Utiities
E=‘| File Edit iew Insert Explore @ Ll

D[ EIS[@] o] | & 3 Adobescrabat 40
£7 | 14.05¢ FRUs | | ALLBUDGET TvF L) Bendata

@ Cognos
(=) Command Softwars
@ Del Accessoies

[14 0S¢ FRUS [ALL BUDGET TYPES] [OSC () DSS Viewer
MEASRES () EXTRA! Personal Client 32-bi

H Netecape Smartlpdate MC Accounting System
(=) NCas Dss
(=) Metlink 2.2

Open Dffice Document @ Hetscape Communicatar

o @ Hovell
B} el =) Startup
(=) wirZip
=) WS_FTPLE

(=] #ind

New Office Document

N =

M

@ Gatorl 0.exe

@ Java Plug-in Control Panel
K Mi ft Excel
Microsoft PowerPaint
TF Microsoft wWord

#E M5-DOS Prompt
unigan.log

rt # PowerPlay - [ClassT.ppr o @ ‘Windows E splorer

@ TamoHS Soft Synthesizer S-7=GE0

e G A e A e, SO I o e, EYe M G Al LU R SR i, L o

!E!!!
=l x]

EC BUDGET CODESFUNDS | | 05C cosT CENTERS | L”

unt Analysis
100 3:05:08 AN

Fs/FUNDS] [DSC COST CENTERS] [ALL FROGRAM CODES] [2000] [September]

Layer 1 of 8

Open the Excel spreadsheet.

PAN Emee 311 Py

NOTES
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Microzoft Excel - class2 xls

100% =

[[-|
| ‘tlasst.ppr of 14xbudgt (Explorer)

- | | | | |
| 1 [classt ppdof 14xbudgt (Explorer)
| 2 | | |

| 3 |Friday, September 14, 2001 09:30:53 PM

TR

14 OSC Budget Type Accounts Grant Year Budget Codes/Funds, OSC Cost Centers FY 2002 July MEASURES

| 8 |YTD CERT BUDGET, Layer 1/5 |
14160 OSiBudget Codes/Funds

| 11 |EXP + AD. ] 0
| 12 |REY + AD ] 0
BUDGETA #

| 14 |Accounts | #
‘r‘TD AUTH BUDGET LayerZa’B
14160 O30 Budget Codes/Funds

| 17 |EXP + AD. 0 0
| 18 [REY + AD a 0
BUDGETA #% # 1

| 20 | Accounts :

| 21 [¥TD ENCUMB MCE, Layer 38
|22 | 14160 osdzman 0SiBudget Codes/Funds ]
(ML [¥ TR, excel ] I |

Notice that:

» Excel saves the layers one after another, not on separate work-
sheets.

*  The Suppress Zeros/Columns Only feature was selected, so zero col-
umns are not saved to Excel.

Microsoft Excel - class2 xls

I

”Ir—

H-| =)
Al |—| ‘tlass1.ppr of 14xbudgt (Explorer)

|1 [class1.ppdof 14xbudgt (Explarer)

| 3 |Friday, September 14, 2001 02:30:53 PM

L

14 05C Budget Type Accounts, Grant Year,Budget Codes/Funds OSC Cost Centers FY 2002 July MEASURES
| 6 | |
| @ |¥TD CERT BUDGET, Layer 118
14160 O5C-GEMERAL Budget Codes/Funds

| 11 |EXP + AD: 0 i
| 12 [REV + AD 1] i
| 13 |[BUDGETA -1,260,000.00 -1,280,000.00

Accounts -1,260,000.00 -1,280,000.00

| 18 | YTD AUTH BUDGET, Layer 2/5
| 16 | 14160 O5C-GEMERAL Budget Codes/Funds
EXP + AD. ] o

| 18 |REY + AD ] i
| 18 [BUDGETA 1,280,000.00 1,280,000.00
Accounts 1,280,000.00 1,280,000.00

| 21 | YTD ENCUMERANCE, Layer 3/8
|22 | 14160 OSC-GENERAL 24160 OSC-SPECIAL Budget Codes/Funds
(ST I¥ T excel e

R | AQJJJQJJ
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To close the Excel spreadsheet: NOTES

10.  Click on the |2l on the top right-hand corner of the screen.
11.  If prompted to save changes, click No.

You have now successfully saved your report to an Excel spreadsheet.
Remember that this spreadsheet will not be updated when the DSS data-
base updates.

ACTIVITY: Formatting Your DSS Report

SCENARIO

You are a manager at your agency and you want to add some format-
ting to your data in the DSS Budget Code Control Report. You decide
to display and add the title “My Custom Report” to the report. You also
want to format the column labels of your report as bold. The numbers
should be formatted as dollars. You want to add a single overline/dou-
ble underline to your summary row. Remember to filter the data for the
current fiscal year and the prior month.

Save your report, as formatted_bccr.ppr.
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NOTES Activity Objectives:

Open your agency’s Budget Code Control Report.

Resize the dimension line.

Filter for the current fiscal year.

Filter for the prior month.

Display the title.

Change the title from <NEW TITLE> to My Custom Report.
Bold and left-justify the column titles.

Format numbers as currency with no decimal places.
Resize columns to fit numbers as necessary.

Add a single overline/double underline to the summary row.

a oo oaoa oo oo aa

Save as formatted_bccr.ppr.

For assistance with this activity, refer to the Steps for Completing the
Activity on Formatting Your DSS Report on the following pages and the
Sample Solution below or ask the instructors for help.
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Sample Solution for Activity on Formatting NOTES
a DSS Report
Filtered for the Title changed Filtered for the
current year last month

* PowerPlay - [Formatted BC\R.ppr of 14xbudgt [Explorer]]
E] File Edit Miew [Inset Explére Format Tools ‘Window Help [ |

NEEETNEIES, A= e E A AP
gﬁ:i o3¢ | E;udget Type |ﬁcéoums |ﬁrant ‘ear | E;udget Codes.l'Fuids | ﬁsc Cast Centers | [ Fv 2002 | [ Auaud | | MEASURES |

My Custom Report
MDC Date Time: 0901/2001 7:42:40 AM

[14 O5C] [Budget Type] [Accourts] [Grant Wear] [Budget Codes/F unds] [OSC Cost Centers] [FY 2002] [August] MEASURES

¥TD CERT ¥TD AUTH YTD MTD ACTUAL QTD ACTUAL ¥TD FISCAL Unexp Cert Amt
BUDGET BUDGET ENCUMBRANCE ACTUAL
EXP + ADJTO &0 50 $1,211,564 $957 475 $1,965,888 51,9 a8 (§1,965,858)
REW + ADJTO %0 §0 $0 $301,355 $338,697 339887 ($339,697)
BUDGETARY A (52,560,000) §2,560,0 §0 §0 §0 ($2,560,000)
Accoums/ {$2,560,000) $2,560,000‘\ §1,211,564 $1,253‘,33? §2,305,585 $2,305,5B§\_ ($4,865,585)
_Summary _row Numbers formatted Columns resized Column Labels
single overlined/ as currency with no as necessar o
double underlined decimal places y Left-justified
KT 0

For Help, press F1.

Steps for Completing the Activity on Formatting Your
DSS Report

To open your agency’s GL Budget Code Control report from the
Agency Management Analysis Select Menu:

1. Click on the down arrow beside Please Pick an Agency Below to
get a list of agencies available to you.

2. Click on the scroll bar until your agency is visible.
3. Click on your agency from the drop-down menu.
4, Click on the down arrow of the VIEWS list box to drop-down a list of

available Explorer reports.
5. Click on GL Budget Code Control to select it.

6. Click on the Launch button.
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NOTES To select the database:

7. Click on the OK button.

8. Select your agency xbudgt.mdc (database) from the list of file
names in the Choose a Local Cube window.

9. Click on the OK button.

To resize the dimension line:

10.  Position the cursor on the edge of the dimension line until a double-
headed arrow appears.

11.  Click and drag the dimension line until it is doubled in size.

To filter dimensions for current fiscal year:

12.  Position the cursor over Fiscal Year on the dimension line to open
the dimension list.

13.  Click on the current fiscal year.

To filter dimensions for the prior month:

14. Position the cursor over Fiscal Period on the dimension line to
open the dimension list.

15.  Click on the prior month.

To display the title:
16. Click on View on the menu bar.

17.  Click on Title from the drop-down menu.

To change the title to My Custom Report:
18.  Double click on the title.

19.  Highlight <NEW TITLE> to select it.
20. Type My Custom Report.

21.  Click on the OK button.
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To format the columns in your DSS Report: NOTES
22.  Click on Edit on the menu bar.

23. Position the cursor over Select.

24. Click on Columns from the drop-down menu.

25. Right click the mouse.

26.  Position the cursor over Format Categories on the pop-up menu.

27.  Click on Labels Only from the drop-down list.

28.  Click on Bold in the Font Style area.

29.  Click on the Alignment tab, then click on LEFT.

30. Click on the OK button.

To format numbers in your DSS Report:

31.  Right click the mouse. Notice that the columns are still highlighted.
32.  Position the cursor over Format Categories on the pop-up menu.
33.  Click on Values Only from the drop-down list.

34.  Click on the Format tab on the Format Categories dialog box.

35.  Click on $#,##0 and no decimal places in the format option list
box.

36. Click on the OK button.

To resize the columns:

37. Position the cursor between two columns. It will become a
crosshair.

38.  Left click the mouse and drag the border to the right.

To add a single over line/double underline to the summary row:
39. Click on the summary row titted ACCOUNTS to select it.
40. Right click the mouse.

41. Position the cursor over Format Categories on the pop-up menu.

Office of the State Controller 253 NCAS Training.3



IA: DSS-01 Formatting and Printing
DSS Basics

NOTES 42.  Click on Values only from the drop-down list.

43.  Click on the down arrow in the OVER OR UNDERLINE section of the
Font tab on the Format Categories dialog box.

44. Scroll to the bottom of the box and click on Ifiiiis

45. Click on the OK button.

To save your file:
46. Click on File/Save As on the menu bar.
47.  Type formatted_bccr in the FILE NAME box.

48. Click on the Save button.

SUMMARY

This section of the handbook used walkthroughs to demonstrate several
basic DSS tools and techniques for formatting and printing data.

The following DSS procedures enable users to format and print data pre-
sentations:

*  Opening Custom ReportsDisplaying/Viewing/Editing Titles
*  Formatting Numbers

* Aligning Data Elements

+ Adjusting Column and Row Sizes

*  Modifying the Font

*  Suppressing Zero Values

*  Printing (Instructor Demonstration)

» Saving to Excel
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Procedure 1: Opening a DSS Report in Explorer Mode

USING WINDOWS

1. Click on the Start button on the Windows Taskbar, position the cursor over Programs,
point to NCAS DSS, and then click on the DSS Desktop button.

2. Click on the Management Analysis Agency (magnifying glass) button on the NCAS
Decision Support System main menu.

3. CENTRAL MANAGEMENT AGENCIES (all other users skip this step): Click on the down
arrow beside “Please Pick an Agency Below” to display a list of available agencies.

4, Click on the down arrow of the VIEWS list box to display a list of available Explorer
reports.

5. Click on the report you wish to select from the VIEWS list box.

6. Click on the Launch button.

If opening AFF Management Control, MM Open Documents by Account, or MM Open Doc-
uments by Requester/Vendor, skip the remaining steps in this procedure.

r— The DSS displays the PowerPlay “Cannot open the cube” window.

7. Click on the OK button.

8. Select the Local MDC cube from the list of file names in the “Choose a Local Cube” win-
dow.

9. Click on the OK button.
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Procedure 2: Opening a DSS Report Using Cognos

PowerPlay

o & O DB

Click on Start on the Windows Taskbar, position the cursor over Programs, position the
cursor over Cognos, and then click on PowerPlay.

Click Close on the PowerPlay Welcome screen.
On the menu bar, click File, then Open.
In the upper left corner of the Open dialog box, click Prompt for Cube.

Locate your report (*.ppr) file using the Open dialog box, click on the *.ppr file name to
select it, then click the OK button.

When the Choose a Local Cube dialog box appears, locate the desired database (*.mdc)
file using the dialog box.

Click on the *.mdc file name to select it, then click the OK button.
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Procedure 3: Opening a DSS MDC File Using Windows

Explorer
1. Use Windows Explorer to locate the *mdc file you wish to open.
2. Double Click on the *.mdc file name.
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Procedure 4: Filtering for a Dimension

1. Scroll across the dimension bar to the right, if necessary, until the desired dimension is
visible.

r— When the Dimension Line is scrolled to the end, the scroll arrow disappears.
2. Position the cursor over the dimension to view the dimension’s list.

3. Click on the item from the list for which you are filtering.

r— If the folder on the dimension bar becomes a closed folder, the data for which you
are filtering is at the lowest level for this dimension.

The most frequently filtered dimensions are:

. Budget Codes/Funds.
. FISCAL YEAR.
. FISCAL PERIOD (months).
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Procedure 5: Resizing the Dimension Line

1. Position the cursor on the edge of the Dimension Line until a double- headed arrow
appears.
2. Click and drag the edge of the Dimension Line downward until it doubles in size.

r— Sometimes the Dimension Line is accidentally moved instead of being resized. If
this happens, move the Dimension Line over the toolbar and it will return to the top
of the screen.

3. All dimensions are now visible.

= The resized Dimension Line will not be saved. The user will need to resize the
Dimension Line each time the report is accessed.
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Procedure 6: Using the Dimension Viewer to Filter Data

Click on the Dimension Viewer button on the Toolbar.

Position the cursor over the right border of the Dimension Viewer. Notice that the cursor
shape changes to a crosshair.

Click and drag the border to the right until all the dimension titles are visible.
Double click on the desired dimension in the Dimension Viewer.

r— The plus sign indicates a parent category with child categories below.
Click on the child category for which you want to filter.

Click on the filter button on the Dimension Viewer toolbar. The DSS displays the data for
which you have filtered.

= The Dimension Viewer can be more efficient than the Dimension Line when a
dimension is filtered more than one level down.
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Procedure 7: Swapping Rows, Columns, and Layers

r— Swapping rows, columns, and layers can change the perspective of the data pre-

sentation.
1. Click on Explore on the menu bar.
2. Position your mouse cursor over Swap on the drop-down menu.
3. Depending on how you want your data to change, click on Rows and Columns, Rows

and Layers, or Columns and Layers.
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Procedure 8: Using Find in Report Box

To search and find specific data in a report:

1.

2
3
4,
5
6

-~

Click on Edit on the menu bar.

Click on Find in the drop-down menu. The “Find in report” box opens.

Click on the Options button to view all options.

Type a search criteria in the “Find what” box if needed.

Click on the Find next button. The cursor box moves to the first occurrence of the string.

To find the next occurrence, click on the Find next button and continue clicking the button
until the PowerPlay message box appears.

Click on the OK button.
Click on the Close button.

r— Find in report searches dimension titles only; it does not search for amounts.
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Procedure 9: Renaming a Label

1. Click on the label to highlight it.

2. Click on Edit on the menu bar.

3. Click on Rename Label from the drop-down menu.
4. Type the new name in the New category label box.
5. Click on the OK button.
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Procedure 10: Using the Shared Dimension Line

r— Explorer and Reporter reports can be open at the same time. This is useful since
Explorer is used for quick analysis whereas Reporter is used for detailed reports.

When more than one report is open, do the following for each report:
1. Click on File on the menu bar.

2. Click on the Shared Dimensions option to activate it.

r— When the option is activated, a check mark appears beside it.

To view one of the open reports:
3. Click on Window on the menu bar.

4, Click on the file name of the report you wish to view.

r— After the “Shared Dimension” option is activated for each open report, a change in
the filter settings for one report will automatically change the filter settings in the

other open reports.
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Procedure 11: Drilling Up/Down on a Layer, Column, or
Row Dimension in Explorer Mode

Drilling down to the detail point:
1. Double click on a layer, column, or row dimension’s label.
r— Only dimensions that are summary points can be drilled. A summary point is indi-
cated when the mouse cursor shape becomes a plus sign when the cursor is posi-

tioned over the dimension label.

2. Continue to drill down by double clicking on a label until the details are uncovered.

Drilling up to the summary point:

r— Notice that, when you reach a detail point, the cursor shape changes to a plus sign
with an up arrow. From this point you can only drill up.

3. Repeat the steps above in reverse order to drill up to the summary point.
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Procedure 12: Deleting and Moving a Measure in
Explorer Mode

r— The MEASURES dimension does not function as the other dimensions on the
Dimension Line. One special attribute of the MEASURES dimension is that the
detail points can be deleted or moved in Explorer Mode. No other dimensions
can be deleted or moved in Explorer mode.

Moving a measures dimension:
1. To move a row or a column label, click on the label to select it.

2. Drag the label to the desired location. The heavy black line indicates the position where
the label will be placed.

3. Release the mouse button.

Deleting a measures dimension:
4. To delete a row or a column label, click on that label to select it.

5. Right click on the label, position your cursor over Delete, and click on Category(s).
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Procedure 13: Using the Dimension Line to Replace
Rows or Columns, or to Add Layers in Explorer Mode

=7 Any dimension on the Dimension Line can be added as a row, column or layer.

To replace a dimension as a row or a column:

1. Click and hold any dimension from the Dimension Line and drag it to the row or column
label area. The added row or column will replace all existing rows or columns.

To add a dimension as a layer:

2. Click and hold any dimension from the Dimension Line and drag it to the layer target area.
The added layers will replace all existing layers.
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Procedure 14: Removing Layers from an Explorer Mode

r— In Explorer Mode, you can only delete all layers. You can not select a specific layer
to be deleted.

1. Click on Edit on the menu bar.
2. Position your mouse cursor over Delete on the drop-down menu.
3. Click on All Layers from the drop-down menu.

4 Layers can be deleted by clicking on a layer’s label and pressing the key.
Layers can also be deleted by clicking on a layer’s label, right clicking on the
mouse, and clicking on Delete All Layers.
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Procedure 15: Adding Nested Categories to Rows/
Columns in Explorer Mode

1. Click and hold a dimension on the Dimension Line.

2. To add a nested row, drag the dimension to the right of the row labels. To add as a nested
column, drag the dimension to the bottom of the column labels. In either case, a long bar
will appear where the nesting will occur. If a dimension is filtered when it is nested, it will
nest at the filtered level.

3. To add multiple nested dimensions (details) to a row or a column, repeat steps 1 and 2.
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Procedure 16: Deleting Nested Level(s) in Explorer

Mode
1. Click on a nested row or a nested column label to select it.
2. Right click on the mouse and a pop-up menu appears.
3. Position your cursor over Delete.
4. Click on Level.

r— To delete multiple levels of nesting in Explorer in one procedure, select the highest
level to be deleted.
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Procedure 17: Drill Up/Down on Nested Categories in
Explorer Mode

1. Double click on the nested row/label to drill up or down on it. The plus sign with an arrow
in it appears where you can drill up on a column or a row.

r— In Explorer when a nested child category is drilled up or down, the related parent
categories are also drilled up or down. That is, the number of nested levels
remains the same, but the levels shift up or down.

Office of the State Controller 287 NCAS Training.3






IA: DSS-01 Procedures
DSS Basics

Procedure 18: Swapping Nested Categories in Explorer

Mode
1. Click on a row or a column label to select it.
2. Click and hold the label until the cursor appears as an arrow with a label box below it.
3. Drag the cursor with the label to the new label area and release it.
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Procedure 19: Formatting Nesting in Explorer Mode

1. Click on Format on the menu bar.
2. Position your cursor over Crosstab Layout from the drop-down menu.

3. Click on either Standard, Indented 1, or Indented 2.

-~

v Right click on the mouse. A pop-up menu appears. Position your cursor over
Crosstab Layout and click on your selection.
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Procedure 20: Using the Dimension Viewer to Add
Layers, Columns, and Rows in Reporter Mode

1. Complete steps 1-4 in Procedure 4.

2. Click on the desired dimension(s). If multiple dimensions are needed, click and hold the

or (Cil) key and select the desired dimensions.

3. Click on either the Add as rows, Add as columns or Add as layers button on the
Dimension Viewer toolbar. The DSS displays the data that you have added.
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Procedure 21: Drilling Down in Reporter Mode

1. Double click on a row or column label of a dimension. The DSS inserts and highlights
rows or columns of detailed data below the summary row or to the right of the summary
column.

r— Only dimensions that are summary points can be drilled. A summary point is indi-
cated when the mouse cursor shape becomes a plus sign when the cursor is posi-
tioned over the dimension label.

r— When the cursor is positioned over a detailed point in Reporter Mode, its shape
changes to an arrow, indicating that the detailed point cannot be drilled down any
further.

2. Continue to drill down as needed by double clicking on a label until the desired details are
uncovered.

r— Notice that, when you drill down on a dimension in Reporter, the summary and
details are both displayed.
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Procedure 22: Drilling Up in Reporter Mode

1. Position the cursor over a summary point. The cursor becomes a cross with an up arrow.

2. Double click on this summary point. Notice the detail points/children disappear.
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Procedure 23: Deleting Data in Reporter Mode

1. Click on a label (row, column, layer) to select it.

2. Press on the keyboard.

r— To delete multiple labels under one category, select the desired labels and press
on the keyboard.
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Procedure 24: Adding a Calculation Row or Column

1. Select the rows or columns you wish to use in your calculation.

7  Usethe key to select a range, or the key to select non-contiguous rows
or columns, as appropriate.

2. Click on Calculate on the menu bar.

3. Click on one of the calculation options to select it from the drop-down menu.

4, Select and/or fill in the options, as appropriate, for the type of calculation you have
selected.

5. Type a name for your calculated row or columnin the Label name box.

6. Click on the OK button.
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Procedure 25: Adding a Blank Row or Column

1. Click on a row or a column label. (Select the row above the place where you want a
blank row added, or choose the column to the left of where you want a blank column
added.)

2. Click on Insert on the menu bar.

3. Click on Blank(s) from the drop-down menu. The DSS inserts the blank row or column.
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Procedure 26: Adding a Long Bar Nesting in Reporter

Mode
1. Select a dimension from the Dimension Line or Dimension Viewer.
2. Click and drag the dimension to the side of the row label(s) or below the column label(s)

until a long bar appears. Release the mouse button.

r— When using long bar nesting in a row or column format, the nesting will apply to
the entire series of rows or columns.
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Procedure 27: Drilling Down/Up on a Nested Dimension
in Reporter Mode

To drill down on a nested dimension:

1. Double click on a row or a column label to drill down. Notice that the summary/parent
label remains, and the detail/child labels also appear.

To drill up on a nested dimension:

2. Position the cursor over a row or a column label until you see the cursor become a plus
sign with an up arrow.

3. Double click on that label to drill up.
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Procedure 28: Adding a Short Bar Nesting in Reporter

Mode
1. Select a dimension from the Dimension Line or Dimension Viewer.
2. Click and drag the dimension to the side of the row label(s) or below the column label(s)

until a short bar appears. Release the mouse button

r— When using short bar nesting in a row or column format, the nesting will apply only
to the rows or columns on which the short bar appeared.
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Procedure 29: Highlight/Undo Highlight of a Subset in
Reporter Mode

To highlight a subset in a Reporter’s report:
1. Click on View on the menu bar.
2. Click on Highlight Subsets from the drop-down list.
r— The DSS highlights any existing subset and places a check mark in front of the

menu item Highlight Subsets. This function is only meaningful when subsets are
present in your data.

To undo the highlight of a subset in a Reporter’s report:
3. Click on View on the menu bar.
4, Click on Highlight Subsets from the drop-down list.

r— The DSS removes highlighting from any existing subset and also removes the
check mark from the menu item Highlight Subsets.
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Procedure 30: Creating and Adding a Parentage Subset

in Reporter Mode

g

N o o &

Click on the Dimension Viewer button on the toolbar.
Click on a dimension in the Dimension Viewer to select it.

Click on the Create parentage subset definition button on the Dimension Viewer tool-
bar.

Select the desired level qualifier in the Parentage Subset dialog box..
Click on the Save Subset button.
Click on the Close button. The DSS adds the parentage subset in the Subset Viewer.

To add the subset to your report, right click on the subset definition in the Subset Viewer,
then click on either Add as Rows, Add as Columns or Add as Layers.

r— The DSS adds the parentage subset to your report. Notice that the subset defini-
tion in the Subset Viewer now has a green check mark in front of it to indicate that
this subset is being used in the report.
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Procedure 31: Creating/Adding a Simple Find-in-Cube
Subset in Reporter Mode

1. Click on the Dimension Viewer button on the toolbar.

2. Click on the Create find-in-cube subset definition button on the Dimension Viewer tool-
bar. The Find in cube dialog box appears.

r— If there is an Options button visible in the dialog box, click on it to open the full dia-
log box.

3. Type the text string you want to find in the Find what box.
4, Make selections for Simple patterns and Match, as appropriate.

5. To select a dimension to search, click on the down arrow in the Dimension[s] box of the
Find in cube dialog box and click on the dimension name.

6. Click on the Find all button. The DSS displays the results of the search.
7. Click on the Save Subset button.

8. Click on the Close button. The DSS adds the find-in-cube subset definition in the Subset
Viewer.

9. To add the subset to your report, right click on the subset definition in the Subset Viewer,
then click on either Add as Rows, Add as Columns or Add as Layers.

r— The DSS adds the find-in-cube subset to your report. Notice that the subset defi-
nition in the Subset Viewer now has a green check mark in front of it to indicate
that this subset is being used in the report.
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Procedure 32: Creating/Adding a Find-in-Cube Subset

using Wildcards in Reporter Mode

<

© ® N o

Click on the Dimension Viewer button on the toolbar.

Click on the Create find-in-cube subset definition button on the Dimension Viewer tool-
bar.

Type the search criteria, with wildcard(s), in the Find what section of the Find in cube
dialog box. ( See QRG___ for a list of wildcards available in Cognos PowerPlay)

Click on the Use wildcards check box in the Find in cube dialog box

To select a dimension to search, click on the down arrow in the Dimension[s] box of the
Find in cube dialog box and click on the dimension name.

Click on the Find all button in the upper section of the Find in cube box.
Click on the Save Subset button on the Find in cube box.
Click on the Close button on the Find in cube box.

To add the subset to your report, right click on the subset definition in the Subset Viewer,
then click on either Add as Rows, Add as Columns or Add as Layers.

r— The DSS adds the find-in-cube subset to your report. Notice that the subset defi-
nition in the Subset Viewer now has a green check mark in front of it to indicate
that this subset is being used in the report.
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Procedure 33: Editing Subsets

-—

Click on the Dimension Viewer button from the toolbar menu to open it.
Click on the subset definition in the Subset Viewer to select it.

Right click on the mouse.

Click on Edit from the pop-menu.

A dialog box is displayed, depending on the type of subset you have selected for editing.

o a kO DbN

Make the necessary changes to the subset criteria, then click OK.
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Procedure 34: Renaming a Subset

1. Click on the Dimension Viewer button on the toolbar.

2. Click on the subset definition in the Subset Viewer to select it.

3. Right click on the mouse.

4, Click on Rename on the pop-up menu. The Rename Subset Definition dialog box is
displayed.

5. Type the new name in the Name box, then click OK.
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Procedure 35: Resizing a Row/Column

1. Position the cursor over the right border of a row or the lower border of a column. Notice
that the cursor shape changes to a crosshair.

2. Click and drag the border until the row or column is the desired width or height. You can
drag the border to the right or to the left.

Office of the State Controller 323 NCAS Training.3






IA: DSS-01 Procedures
DSS Basics

Procedure 36: Unhiding Titles

r— The standard delivered Explorer/Reporter reports are created with a default title,
header, and footer. The Explorer reports are saved with the titles hidden. Titles do
not print if they are hidden.

1. Click on View from the menu bar.

2. Click on Title. The DSS displays the report with the < default title>.
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Procedure 37: Editing Titles

1. Double click on the title. The DSS displays a Title editing box. If <NEW TITLE> appears,
highlight it and type the new title name.

r— The Title box has 3 different areas: the title area, a format menu, and an Insert but-
ton. The Insert button is a tool for adding variables or pictures to a title.

2. Click on the Insert button to view the variables for the following:
. Report
. MDC
. Variable
. Numbers
. Dimension
. Picture Object

Each variable has a drop-down menu from which selections can be made to add items to
the report title area.

3. To format, highlight the title, text, or a variable and choose a formatting option from the
format menu.

4. Click on the OK button to close the Title box.
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Procedure 38: Viewing Headers and Footers for a

Report
1. To view using the Print Preview method, click on the Print Preview button from the tool
bar.
2. Click on the Close button to close the Print Preview window.
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Procedure 39: Formatting Categories

1. Click on Edit on the menu bar.
2. Position the cursor over Select from the drop-down menu.
3. Click on one of the following options:

. Rows

. Columns

. Layers

. All
4. Click on Format on the menu bar.
5. Position the cursor over Categories from the drop-down menu.
6. Choose and click on one of the following:

. Labels Only

. Values Only

. Labels and Values

. Default

The DSS displays the Format Categories dialog box.

7. Click on one of the following tabs (based on the selection made in step 6):
. Font
. Format
. Alignment
. Patterns

8. Make desired changes and click the OK button.
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Procedure 40: Hiding Data

1. Highlight the row(s) or column(s) you wish to hide.
2. Click on Format from the menu bar.

3. Position the cursor over Hide.

4. Click on Selected Categories.

r— The DSS gives the choice of hiding selected or unselected categories. This is a
useful tool when there are few rows or columns that need to be displayed.

= Do NOT resize rows or columns to hide them.
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Procedure 41: Viewing Hidden Data

1. Click on Format on the menu bair.

2. Click on Unhide from the drop-down menu.
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Procedure 42: Suppressing Zero Values

1. Click on Explore on the menu bar.
2. Position the cursor over Suppress Zeros from the drop-down menu.
3. Click on one of the following:

. Rows and Columns

. Rows Only

. Columns Only

r— Using the Suppress Zeros command slows processing. It can be used most effec-
tively as a preliminary to printing a report.
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Procedure 43: Changing the Crosstab Views

1. Click on View on the menu bar.

2. Click on the Page Layout or Page Width view. The DSS displays the page with the
selected view.

r— While a view is displayed, you can access a different View from the menu bar with-
out having to close the current view. To return to the default view (Normal), click on
View from the menu bar and select Normal.
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Procedure 44: Changing Display Options

o a ko

Click on Format on the menu bair.

Click on Display Options from the drop-down menu. The DSS brings up the Display
Options dialog box.

Click once in the Show label gridlines checkbox to remove the check mark.

Click once in the Show data gridlines checkbox to remove the check mark.

Click once in the Show row detail gridlines checkbox to remove the check mark.
Click once in the Show column detail gridlines checkbox to remove the check mark.

r— Notice that you can remove the summary row or column in this dialog box, and you
can take the automatic indent off as well.

r— If you click on the Totals tab, you can give the summary row and column a label
name.

Click on the OK button.

Office of the State Controller 341 NCAS Training.3






IA: DSS-01 Procedures
DSS Basics

Procedure 45: Saving a Custom Report

1. Click on File on the menu bar.

2. Click on Save As from the file drop-down menu.

r— The DSS automatically saves reports in the default directory c:\ncasdss\custom.
There is no distinction between Explorer reports and Reporter reports. Both have
the *.ppr file name extension.

3. Type the file name in the File name box of the Save As dialog box.

r— You may save a report anywhere on your LAN in any directory where you have
write access.

r— In the DSS, you are not limited in the number of characters used to name your
report. However, you may be limited to 8 characters by your operating system.

4. Click on the SAVE button.
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Procedure 46: Printing a Report

To select the page setup:

1. Click on File on the menu bar.
2. Click on Page Setup from the drop-down menu.

3. Change the left, right, top and bottom margins to.5 in the Margins tab of the Page Setup
dialog box.

r— The margins setup will depend on the printer you are using.

To change the paper size and orientation:
4, Click on the down arrow on the Paper type list box to get a list of available paper sizes.

5. Click on the desired paper type to select it.

To view the potential paper sources:

6. Click on the down arrow on the Paper source list box.

To change the paper orientation:

7. Click on Portrait or Landscape in the Orientation box.

To select the printer:

8. Click on File on the menu bar.

9. Click on Print from the drop-down menu.

10. Click on the Name list box to change the printer.

11.  Click on the Properties button if you want to change printer properties and print quality
and complete the necessary changes.
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To view the report before printing:

12.
13.

Click on the Preview button in the Print box.

Click on the Close button.

To change print options:

14.

15.

Click on the Options button in the Print box.

r— The Print page layout view option will print all displays as they appear in the page
layout view.

r— The “Print selected display(s)” option will print all data for the selected display.

The Selected display printing options box becomes active and you can select the
desired options.

To set to print more than one layer:

16.
17.
18.
19.
20.

Click on the Options button in the Print box.

Click on the Rows and Layers tab.

Click on the Print the specified rows and layers selection box.
Double click on the All layers selection box to choose all layers.

Click on the OK button.
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Procedure 47: Saving to Excel

-_—

Click on File on the menu bar.
Click on Save As from the drop-down menu.

Click on the down arrow beside the “Save as type” box.

0N

Click on Excel files(*.xls) to select it.

r— The number of characters you can use to name your report is limited only by your
operating system.

5. Select the c:\ncasdss\custom directory from the list box or another directory for which
you have write access.

6. Click on the Save button. The DSS displays the completion message -Report successfully
saved to Excel file.

7. Click on the OK button.
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QRG 1: Center Structure by Agency

See the following page for Center Structure by Agency
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CENTER STRUCTURE BY AGENCY

AGENCY
NAME AND
NUMBER

CENTER ELEMENT

11234

7 [ 8 ]

9 [ 10

11 | 12

Administration
13, 04

Fund

RCC

Program (Project)

AOC
02, 71,72

Fund

RCC

Project ID

Commerce
43

Fund

RCC

Program (Project)

Receipt

Approp
(Source)

Community
Colleges
50

Fund

RCC

FRC (1st 2 digits)

Crime Control
47

Fund

Organization (RCC)

Grant Identifier

Program (Project)

Cultural
Resources
46

Fund

Organization (RCC)

Federal
(Source)

Grant ID (FRC)

Major Program/
Exhibits (project)

DACS
10, 1A

Fund

RCC

FRC

DENR
16

Fund

RCC

Program

DHHS (All
Divisions/
Institutions)
20 - 29, 30 —
39, 2A, 3A -
3D

Fund

RCC

FRC
(1st 2 digits)
or new

Program
(1st 2 digits)

DOC
42

Fund

RCC




AGENCY
NAME AND
NUMBER

CENTER ELEMENT

1]12]3]4

5 | 6

7 | 8 |

1

12

DOC - Div
Adult Prob. &
Parole

42

Fund

Judicial RCC
Division

DPI
08

Fund

Funding Source

Organizational Unit

General
Assembly
01

Fund

Organization

Program

Governor’s
Office
03

Fund

RCC

Insurance
12

Fund

Organization (RCC)

Justice
09

Fund

RCC

Receipt /

Approp
(Source)

Labor
(|

Fund

RCC

Grant Identifier

Receipt /

Approp
(Source)

Confer-
ence
(Project)

Major Medical
6A

Fund

NC Housing
Fin Auth
0A

Fund

Organization

NCSSM
87

Fund

RCC




AGENCY

CENTER ELEMENT

NAME AND
NUMBER 11234 5 6 7 | 8 | 9 | 10 11 | 12
Office of Fund Federal
Administrative (Source)
Hearing
67
OSA Fund RCC FRC
06
0osC Fund RCC
14
Revenue Fund Organization (RCC) Receipt/ Program (Project)
45 Approp
(Source)
Secretary of Fund Cost Center Receipt/
State Approp
05 (Source)
ITS Fund Cost Center
41
Treasurer Fund Special Categories (Project)
07
Universities Fund
U
Wildlife Fund PPB Funding | Project Activity Location
17 (Source)
0oJJ Fund Cost Center FRC Code OJJ Programs
18
DOT Fund
15
ESC Fund
44
UNC-H Fund

48




IA: DSS-01A
DSS Basics

Quick Reference Guides

QRG 2: Dimensions and Measures by MDC Types

MDC Type
Dimension Budget GASB Management MQ"na;}geQﬁ{S‘nt
Accounts (4) (1) (2)
Accounts, Operating Statement (3)
Aging X
Budget Code/Fund/Tx Type X
Budget Codes/Funds X X X
Budget Types, All X X
Center Elements X X X
Companies, All X
Expenditure Functions, All X
Financial Reporting Unit (FRU) X X X
Fiscal Period (Month) X X
Fiscal Year X X
GAAP Fund Types X
GASB Numbers, All X
Grant Year X X X
Requesters/Vendors X

2) Expenditure accounts only

Py

3) Includes Revenues, Expenditures, and Budgetary Accounts
4) Includes Revenues, Expenditures, Adjustments to Cash, and Budgetary Accounts.

1) Includes Balance Sheet Accounts and Operating Statement Accounts
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DSS Basics
MDC Type

Measure Budget GASB Management Mglnaggairz#gnt
Actual, MTD X X
Actual, QTD X
Actual, YTD X X
Actual, YTD Fiscal X X
Balance X
Balance, Authorized Available X
Balance, Beginning X
Budget, Unexpended Authorized X
Budget, Unexpended Certified X
Budget, YTD Authorized X X X
Budget, YTD Certified X X
Commitment X
Encumbrance, YTD X X X
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QRG 3: MDC Naming Conventions for Universities

University University ID
UNC - General Administration UA
UNC - Chapel Hill uB
NC State University uc
UNC - Greensboro ubD
UNC - Charlotte UE
UNC - Asheville UF
UNC - Wilmington UG
East Carolina University UH
NC A&T University Ul
Western Carolina University uJ
Appalachian State University UK
Pembroke State University UL
Winston-Salem State University UM
Elizabeth City State University UN
Fayetteville State University uo
NC Central University upP
NC School of the Arts uQ
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QRG 4: Other MDC Types

MDC Type

Sample File Names (FY2000)

DHHS Consolidated
3XX Consolidated

DHRBUDGT.mdc, 3XXBUDGT.mdc

DHRGASB.mdc, 3XXGASB.mdc
DHRMGMT.mdc, 3XXMGMT.mdc

Quarterly Statewide--Budget Type
All agencies and universities

NCB00Q1.mdc
NCB00Q2.mdc
NCB00Q3.mdc
NCB00Q4.mdc

Quarterly Statewide--Budget Type
Universities only

NCUBO00Q1.mdc
NCUBO00Q2.mdc
NCUBO00Q3.mdc
NCUBO00Q4.mdc

Quarterly Statewide--GASB Type
All agencies and universities

NCG00Q1.mdc
NCG00Q2.mdc
NCG00Q3.mdc
NCG00Q4.mdc

Quarterly Statewide--GASB Type
Universities only

NCUGO00Q1.mdc
NCUGO00Q2.mdc
NCUGO00Q3.mdc
NCUGO00Q4.mdc

Multi-Year Comparative, Statewide
Budget Type
All agencies and universities

NCBSEPT.mdc
NCBDEC.mdc
NCBMAR.mdc
NCBJUNE.mdc

Multi-Year Comparative, Statewide
Budget Type
Universities only

NCUBSEPT.mdc
NCUBDEC.mdc
NCUBMAR.mdc
NCUBJUNE.mdc

Multi-Year Comparative, Statewide
GASB Type
All agencies and universities

NCGSEPT.mdc
NCGDEC.mdc
NCGMAR.mdc
NCGJUNE.mdc

Multi-Year Comparative, Statewide
GASB Type
Universities only

NCUGSEPT.mdc
NCUGDEC.mdc
NCUGMAR.mdc
NCUGJUNE.mdc
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QRG 5: Explorer Mode Reports
NAME DESCRIPTION OF EXPLORER REPORT DATABASES
AFF Management This Explorer report is used for finding the authorized 14xmgmt.mdc
Control Report line item budget, commitments, encumbrances, expendi (current data)
tures, and available balances by fund and cost center
Explorer name: from the Available Funds File (AFF). no history
14xmgmt.ppr available
GL Budget Code Con- | This Explorer report includes all accounts that affect the 14xbudgt.mdc

trol Report

Explorer name:
14xbudgt.ppr

agency’s cash basis budgetary reports (BD701), prima- (current year data)
rily operating statement accounts. Data available in this
Explorer report includes YTD certified budget, YTD 14xbfyx1.mdc
authorized budget, YTD actual, YTD encumbrance, MTD (data for YYx1)
actual, and QTD actual.

GL GASB Control
Report

Explorer name:
14xgasb.ppr

This Explorer report includes balance sheet and operat- 14xgasb.mdc
ing statement accounts. It allows the agency to analyze (current year data)
current and prior period general ledger activity with a
focus on the detail GASB number and company number. 14gfyx1.mdc
Data available includes MTD actual, YTD actual, begin- (data for YYx1)
ning balance, YTD certified budget, YTD authorized bud-
get, YTD encumbrance, and YTD fiscal actual.

MM Open Documents
By Account Report

Explorer name:
14xmeact.ppr

This Explorer report includes the expenditure accounts 14xmmopn.mdc
for outstanding encumbrances and commitments

amounts under the Budget Code/Fund/TX Type dimen- no history
sion. The encumbrances and commitments can be available

drilled down to the Invoice, Purchase Order, and Requi-
sition lines that make up the balances.

MM Open Documents
By Requester/ Vendor
Report

Explorer name:
14xmmrv.ppr

This Explorer report includes an Aging Schedule by 14xmmopn.mdc
Requesters/Vendors for outstanding encumbrance and

commitment amounts under the Budget Code/Fund/TX no history
Type dimension. The encumbrances and commitments available

can be drilled down to the Invoice, Purchase Order, and
Requisition lines that make up the balances.
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QRG 6: Reporter Mode Reports
NAME DESCRIPTION OF REPORT DATABASE
BD701 Budget Code | BD701 Budget Code Recap reports a budget code level 14xbudgt.mdc

Recap

Reporter name:
14x7011.ppr

summary of total budgeted and actual expenditures, rev-
enues, and appropriation balances. All amounts are
summarized and displayed at the expenditures, reve-
nues, and appropriation level for each budget code.

(current year data)

14xbfyx1.mdc (data
for YYx1)

BD701 Summary By
Purpose

Reporter name:
14x7012.ppr

BD701 Summary by Purpose reports a summary of the
total budgeted and actual expenditures and revenue bal-
ances by the budget code. All amounts are summarized
and displayed at the budget fund (purpose) level.

14xbudgt.mdc
(current year data)

14xbfyx1.mdc
(data for YYx1)

BD701 Summary by
Account

Reporter name:
14x7013.ppr

BD701 Summary by Account reports a summary of the
total budgeted and actual expenditures and revenue bal
ances by the account number within each budget code.
All amounts are summarized and displayed at the sum-
mary account level (4-digits) for each budget code.

14xbudgt.mdc (cur-
rent year data)

14xbfyx1.mdc (data
for YYx1)

MM Open Documents
By Account Report

Reporter name:
14xmract.ppr

The MM Open Documents By Account Report
includes all expenditure accounts for Budget Code/Fund
TX Type Dimensions at the four-digit summary level.
Budget Code/Fund/TX Type can be drilled down to
encumbrances and commitments levels, which can be
drilled down to the Invoice, Purchase Order, and Requi-
sition lines that make up the balances. Calculations can

14xmmopn.mdc

no history
available

be added to further analyze the balances.
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QRG 7: DSS Standard Reports

See the following pages for the DSS Standard Reports listing.
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PowerPlay: File names

DSS Desktop: Screen access paths

I Management Analysis I I Financial Analysis
v v v v

Report Name Cube Type Agency Statewide Agency Statewide
Standard Report ( *.ppr) ( *.mdc ) View Report View Report View Report View Report
AFF Management Control mgmt mgmt / ncmgmt X X
BD701 Budget Code Recap 7011 budgt / ncbudgt X X
BD701 Summary by Account 7013 budgt / ncbudgt X X
BD701 Summary by Purpose 7012 budgt / ncbudgt X X
BD701 U Univ Budget Code Recap 7011 ncubudgt X
BD701 U Univ Summary by Account 7013 ncubudgt X
BD701 U Univ Summary by Purpose 7012 ncubudgt X
CAFR 11 B Statement of Plan Net Assets cf11b ncgasb X X
CAFR 11 Balance Sheet cfr11 ncgasb X X
CAFR 11 C Proprietary Balance Sheet cfl1c ncgasb X X
CAFR 11 D Investment Trust Fund Statement of Net Assets cf11d ncgasb X X
CAFR 11 U University Balance Sheet (Accrual) cf11u ncgasb X X
CAFR 12 Operating Statement — Expenditures by Function nccfr12 ncgasb X
CAFR 17 Budgetary Basis Operating Statement — General Fund nccf17g nccafrbd X
CAFR 17 Budgetary Basis Operating Statement - Special Revenue nccf17s nccafrbd X
CAFR 52 Operating Statement cfrb2 ncgasb X X
CAFR 53 Proprietary Operating Statement cfrb3 ncgasb X X
CAFR 54 Statement of Changes in Plan Net Assets cfrb4 ncgasb X X
CAFR 55 University Operating Statement (Accrual) cfrb5 ncugasb X X
CAFR 56 Investment Trust Fund Statement of Changes in Net Assets cfrb6 ncgasb X X
CASH 11 B Statement of Plan Net Assets cs11b ncgasb X X
CASH 11 Balance Sheet csh11 ncgasb X X
CASH 11 C Proprietary Balance Sheet cs1ic ncgasb X X
CASH 11 D Investment Trust Fund Statement of Net Assets cs11d ncgasb X
CASH 11 U University Balance Sheet (Cash) cs11u ncugasb X X
CASH 52 Operating Statement csh52 ncgasb X X
CASH 53 Proprietary Operating Statement csh53 ncgasb X X
CASH 54 Statement of Changes in Plan Net Assets csh54 ncgasb X X
CASH 55 University Operating Statement (Cash) csh55 ncugasb X X
CASH 56 Investment Trust Fund Statement of Changes in Net Assets csh56 ncgasb X
COMP 11 B Comparative Statement of Plan Net Assets cm11b ncgasb X X
COMP 11 C Comparative Proprietary Balance Sheet cmiic ncgasb X X
COMP 11 Comparative Balance Sheet cmp11 ncgasb X X
COMP 11 D Comparative Investment Trust Fund Statement of Net Assets cm11d ncgasb X
COMP 11 U Comparative University Balance Sheet cm11u ncugasb X X
COMP 12 Comparative Operating Statement — Expenditures by Function nccmp12 ncgasb X
COMP 52 Comparative Operating Statement cmp52 ncgasb X X




PowerPlay: File names DSS Desktop: Screen access paths
I Management Analysis Financial Analysis
v v v v

Report Name Cube Type Agency Statewide Agency Statewide
Standard Report ( *.ppr) ( *.mdc) View Report View Report View Report View Report
CAFR 53 Proprietary Operating Statement cfrb3 ncgasb X X
CAFR 54 Statement of Changes in Plan Net Assets cfrb4 ncgasb X X
CAFR 55 University Operating Statement (Accrual) cfrb5 ncugasb X X
CAFR 56 Investment Trust Fund Statement of Changes in Net Assets cfrb6 ncgasb X X
CASH 11 B Statement of Plan Net Assets cs11b ncgasb X X
CASH 11 Balance Sheet csh11 ncgasb X X
CASH 11 C Proprietary Balance Sheet csl11c ncgasb X X
CASH 11 D Investment Trust Fund Statement of Net Assets cs11d ncgasb X
CASH 11 U University Balance Sheet (Cash) cs11u ncugasb X X
CASH 52 Operating Statement csh52 ncgasb X X
CASH 53 Proprietary Operating Statement csh53 ncgasb X X
CASH 54 Statement of Changes in Plan Net Assets csh54 ncgasb X X
CASH 55 University Operating Statement (Cash) csh55 ncugasb X X
CASH 56 Investment Trust Fund Statement of Changes in Net Assets csh56 ncgasb X
COMP 11 B Comparative Statement of Plan Net Assets cmi11b ncgasb X X
COMP 11 C Comparative Proprietary Balance Sheet cmiic ncgasb X X
COMP 53 Comparative Proprietary Operating Statement cmp53 ncgasb X X
COMP 54 Comparative Statement of Changes in Plan Net Assets cmp54 ncgasb X X
COMP 55 Comparative University Operating Statement cmp55 ncugasb X X
COMP 56 Comparative Investment Trust Fund Statement of Changes in Net Assets cmp56 ncgasb X
GF701 General Fund Revenue Budget Code Recap ncgf7011 ncbudgt X
GF701 General Fund Revenue Summary by Account ncgf7013 ncbudgt X
GF701 General Fund Revenue Summary by Purpose ncgf7012 ncbudgt X
GFR 11 General Fund Revenues Balance Sheet ncgfr11 ncgasb X
GFR 52 General Fund Revenues Operating Statement ncgfr52 ncgasb X
GL Budget Code Control budgt budgt / ncbudgt X X
GL GASB Control gasb gasb / ncgasb X X
MM Open Documents by Account meact mmopn X X
MM Open Documents by Requester / Vendor mmrv mmopn X
UNIV GL Budget Code Control budgt ncubudgt X
UNIV GL GASB Control gasb ncugasb X
University Accrual Financial Statement Analysis accr gasb / ncugasb X X
University Cash Financial Statement Analysis cash gasb / ncugasb X X
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QRG 8: Reports Available in Adobe PDF Format

CAFR 11A CAFR 30 CAFR 57
FRU Statem_ent pf Schedl._lle of_ Budgetary. Basis

Changes in Assets| Federal Financial Operating

and Liabilities Assistance Statement
01 X
02 X X X
03 X X
04 X
05 X X
06 X
07 X X
08 X X X
09 X X
0A X X
10 X X
1 X X
12 X X X
13 X X X
14 X
15 X
16 X X
17 X X
18 X X
20 X X
21 X X
22 X X
23 X X
24 X X X
25 X X
26 X X X
27 X X
28 X X
29 X X
2A X
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CAFR 11A CAFR 30 CAFR 57
Statement pf Schedule of Budgetary Basis

Changes in Assets| Federal Financial Operating

and Liabilities Assistance Statement

FRU

2B X

2XX X

30 X

3X X X

3XX X

3XX Summary X

41

42 X X

43 X X

44

45 X

46 X

47 X

48

50 X

60

67

69

6A

6B X

6C

70

71

72

87

90

X | X | X | X ]| X
x

99

A9

BO

B1

B2

B3

B4

X X | X X XXX XXX XXX XX XXX X]XX[X]X] X[ X]X] X[ X

B5
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CAFR 11A CAFR 30 CAFR 57
FRU Statem_ent pf Schedt_;le of_ Budgetary. Basis
Changes in Assets| Federal Financial Operating
and Liabilities Assistance Statement
DHR X X X
NC X
R1 X
R2 X X
R3 X
R4 X
R5 X
R6 X
R7 X X
RD X
RE X
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QRG 9: The DSS Main Menu Buttons

The Management Analysis section of the Main Menu contains reports that help agencies man-
age their day-to-day operations.

NC

The Agency button accesses Management Anal- The Statewide button accesses information about

ysis reports for a specific agency. all agencies. Statewide reports are provided only
to central management agencies (e.g., Fiscal
Research, OSBPM, OSC, and Auditors).

The Financial Analysis section contains reports that are used for the Comprehensive Annual
Financial Report (CAFR).

Z NC

The Agency button accesses Financial Analysis The Statewide button accesses information about
reports for a specific agency. all agencies. Statewide reports are provided only
to central management agencies.

The Custom section contains reports that have been modified and saved by users.

The Views/Reports button accesses reports that have been modifed
and saved by users.

i

The Adobe Reports button allows users to view reports in Adobe Acro-
j&a Adobe Reports bat.
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QRG 10: Comparison of Explorer and Reporter Functions

Comparison of Explorer and Report Modes

The DSS Modes

Applications

Functions

Explorer

Quick Analyses

Simple Data Presentations

Drill down

Drill up

Delete measures
Isolate data

Format

Next

Highlight exceptions

Reporter

Detailed Reports

Summary and Detail Presentations

Drill down

Drill up

Delete any dimension
Move

Calculations

Add categories
Format

Nest

Subsets

Sort/Rank

Highlight exceptions
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QRG 11: Cognos PowerPlay Toolbar Buttons

EEEE EE @ E s EEFEE W E R

@

i

E3

Tt

il
I

EXREREIRE

3-D bar

About

Add as column

Add as layers

Add as rows

Add blanks
Automatic exceptions
Average of

Bold

Bring to front
Calculated categories
Clustered bar (depth)
Clustered bar

Copy

Correlation (depth)
Correlation

Create advanced subset definition

Create Find-in-cube subset defini-
tion

Create nesting levels

Create parentage subset definition
Crosstab

Currency conversion

Currency

Cut

Dimension Viewer

rO0OEEEDEE oW ERELDERBEDLEDOQ DO B & O F

{11}
(=
izl

!

Multiline

New

Next level children of
Normal view
Open

Page layout view
Page width view
Paste

Pie (depth)

Pie

Print preview
Print

Rank

Redo

Replace columns
Replace layers
Replace rows
Reset dimensions
Right

Save

Scatter

Send to back
Separator

Share of

Short-long names
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EENBEENLEBEBBEERE K B2 @E

Display options

Drill through

Each

Explorer < -- > Reporter
Filter

Format measure
Help

Indented 1 crosstab
Indented 2 crosstab
Intersect

Italic

Launch impromptu
Launch

Layer target

Left

Lowest level children of

v B F EEEE

Simple bar (depth)

Simple bar (horizontal with depth)

Simple bar (horizontal)
Simple bar

Single line

Sort

Stacked bar (depth)
Stacked bar

Standard crosstab

Sum of

Suppress zero columns
Suppress zero rows
Suppress zeros

Swap rows and columns
Titles

Undo
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Character | Description Example
A The beginning of a dimension title. | "A53"
finds "531" and "531111", but not "6530".
$ The end of a dimension title. "$vice"
finds "vice" and "service", but not “services".
? Any single character (except "compute?"
newline). finds "computer" and "computes”, but not
compute".
~ Zero or one occurrence of the "sala~"
preceding character (or sub- finds "salary" and "sales".
expression).
* Zero or more occurrences of any "epa*™"
characters (except newline). finds "epa" and "prepaid".
# Zero or more occurrences of the "5323#"
preceding character (or sub- finds "5632" and "532333".
expression)
@ One or more occurrences of the “filex@"
preceding character (or sub- finds "filex" and "filexxx", but not "file".
expression).
| Either the preceding character (or | "service|data|computer”
sub-expression) or the following finds "service", “data” and "computer".
one.
[] Any character within the brackets. | [ES]PA"
Ranges of characters can be finds "EPA" and "SPA".
specified using a hyphen (a
hyphen at the start matches itself). | 5328[0-9]
An exclamation point at the finds “5632811” and “532860” but not “5328.”
beginning causes the set of
characters to be inverted; e.g. [la- | 5328]!6]
m] matches everything except a finds “5632811” but not “532860.”
through m.
() Sub-expressions, so that repetition | "ab(cd)#e"
and alternative wildcard finds "ab" followed by zero or more "cd"
characters can be applied more combinations followed by "e".
generally.
\ The next character literally. Allows | "how\?"
wildcard characters to be treated finds "how?".

as normal characters.
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QRG 13: Troubleshooting

PC Memory Problems

Running DSS requires significant PC processing power and random access memory (RAM). If
you experience unusual symptoms while working with the DSS, such as not being able to save a
report, or having a PC “crash”, you may need to try some or all of the steps listed below to run
DSS more efficiently.

If you do crash or experience other memory-related problems, you will probably need to re-boot
your PC. So, before you experience any problems, get in the habit of working “defensively”. Save
your work every few minutes, or after making significant changes to a report that you do not want
to have to re-create.

* Reduce the number of Undo actions that PowerPlay stores. You may set this number by
using the menu combination File/Preferences/Options.

»  Turn off zero suppression. Use the menu combination Explore/Suppress Zeros, and be
sure that none of the options are checked.

» Limit the number of categories in a Reporter Mode report by deleting unnecessary catego-
ries, especially hidden categories. As a general rule, keep your reports as “lean” as possible,
with only the categories you really need.

* Access reports and cubes directly with Cognos PowerPlay, rather than through the “DSS
Desktop”.

*  Make room on your program drive (usually C:\ ) so that Windows has more space to use for
memory management. Delete unnecessary files, and empty your Windows Recycle Bin reg-
ularly.

Consult with your LAN Administrator or PC support group before attempting the follow-
ing.

* Reduce the number of items in your Windows Startup Group

+ Set Windows to manage virtual memory automatically.
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